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CHAPTER 1

[ NTRODUCTI ON

1101. | ntroduction. This instruction delineates the policies and procedures
to be used for training Full Tinme Support (FTS) personnel and Sel ected
Reservists (SELRES) in the Naval Surface Reserve Force. The information is
presented in a concise format with enphasis on policy statenents. In addition
to this overview, there are four nmain sections to this instruction, each
conforming to a step in the training cycle: Planning, scheduling, execution,
and analysis. This guidance nust be used by Naval Reserve Readiness Commands,
Naval Reserve Centers (RESCENs), conm ssioned units, and augnent units when
training to perform their assigned nobilization missions. The term RESCEN
also refers to a Naval and Marine Corps Reserve Center. The title Reserve
unit Commanding Officer (CO as used in this instruction refers to both CGs
and O ficers in Charge (OC of Reserve units.

l-1-1
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SECTION |
OVERVI EW
CHAPTER 2
BACKGROUND

1201. Mssion. As defined in Title 10 USC 262, the mssion of the Naval
Reserve is to “. . provide trained units and qualified persons available for
active duty in the armed forces, in tine of war or national energency and at
such other times as the national security requires. . . “OPNAVINST 1001.21B
anplifies this mssion statenment by stating that, "The shift in enphasis from
gl obal war to readiness for regional conflict and forward presence operations
affords greater flexibility in meeting nobilization training requirements.
This new flexibility in turn offers enhanced opportunities for the Sel ected
Reserve (SELRES) to provide peacetime support to the active conponent for
forward presence.”

1202. Naval Reserve Organization. The Naval Reserve Force consists of the
staff of the Conmmander, Naval Reserve Force (COMNAVRESFOR), the Naval Surface
Reserve Force, the Naval Air Reserve Force, and selected shore activities
assigned to COWAVRESFOR by the Chief of Naval Operations (CNO). Reservists
are classified as Ready, Standby, and Retired Reservists. The Ready Reserve
is conprised of individual menmbers and units assigned to the SELRES or the

I ndi vidual Ready Reserve (IRR). Ready Reserve nenbers in a pay status are
called SELRES. Drilling SELRES are required to participate in Inactive Duty
Training (IDT) (weekend drills) and Annual Training (AT). This instruction
specifically addresses training of SELRES assigned to the Naval Surface
Reserve Force. SELRES in the Surface Reserve Force can be assigned to an
augnment unit or to a conmissioned unit. An augnment unit is not capable of
supporting itself when mobilized and is intended to augnent an active duty
command that already exists. A conmissioned unit is intended to be a

sel f-supporting command capable of functioning independently when nobilized.
The processes in this instruction are nost applicable to augnent units, but
may apply equally well, or can be readily adapted, to commissioned forces.

1203. Responsibilities. The chain of command’s responsibilities for training
are:

a. Echelon I. The CNO exercises command over all Naval Reserve
activities through COWAVRESFOR. The CNO is responsible for the organization,
admnistration, training, and equipping of the Naval Reserve, and for the
mobi | i zation planning required to reinforce and augnment active forces

effectively.

b. Echelon Il. COWAVRESFOR exercises policy, direction, control,
adm ni stration, and managenent of the SELRES, and, as Director of Naval
eser v ves as the principal advisor to the CNOon all matters pertainin
B8 LA prinetp P J

c. Echelon Ill. Conmmander, Naval Surface Reserve Force
( COWAVSURFRESFOR) prescribes policies and procedures for training the Surface
Reserve Force, and nonitors inplenentation.
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d. Echelon IV. Commander, Naval Reserve Readiness Command(s)
(COVWNAVRESREDCOM) are responsible carrying out the policies of higher
authority and nonitoring all of the training at RESCENs within their assigned
geographic areas of responsibility. Most of the Reservists assigned to
COWAVSURFRESFOR are attached to augnent units within RESCENs. However, a
growi ng nunmber of Reservists are assigned to conmissioned units that report to
other echelon |V comanders.

e. Echelon V. CGCs of RESCENs are responsible for planning, scheduling,
executing, and analyzing all training conducted at their conmmands.

f. Echelon VI. The COs of Reserve units are responsible for planning,
scheduling, executing and analyzing all training for their Reserve unit to
maxi m ze nobilization readiness, individual professional devel opnent, and
peacetine support provide to USN.

1204. Surface Reserve Force Prograns. Naval Surface Reserve Force Reserve
units are categorized into prograns under their Ofice of the Chief of Naval
Operations (oeNav) program sponsor and primary mission areas. Each program is
identified with a number, for exanple, program 32 is Health Services.

a. The following is a listing of the nmjor program nunbers and the types
of units assigned to each:

Program Title

01 Subnarine Forces

02 M ne Forces

03 Mobil e Logistic Support

04 Surface Conbat ant

05 Air

06 Cargo Handling

07 Construction Forces

08 Anphi bi ous Forces

09 USMCR Medi cal /Dental Units
10 Special Warfare

12 Maj or Fleet/Force Staff

13 Maj or Uni fied/Joint Shore
14 Support of Alies

15 Tel ecommuni cat i ons

21 Mlitary Sealift

22 Naval Control of Shipping
23 Bases and Stations

26 Space and Warfare Systens
29 Sea Systens Command

30 Supply Systens

31 Merchant Marine

32 Heal th Services

33 Training

34 Personnel Services

35 Public Affairs

36 Law

37 Chapl ai ns/ Rel i gi ous Program Speci alists
38 Resear ch

42 Mai nt enance

46 Fl eet Hospital
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h.  COWNAVSURFRESFOR provi des annual guidance to surface Reserve
activities in each of these prograns. This program guidance is transmtted by
Naval nessage in February of each year and provides guidance for the follow ng
Fiscal Year (FY). This message will generally address such issues as changes
to resource/ program sponsors, unique training requirements, conference
schedul es, projections for changes in manpower structure, unit establishments
and disestablishnments, and other nmanagement concerns

1205. Training Philosophy. The Naval Surface Reserve Force is primarily
focused on requirenents based training. Each Reservist is given a docunent,

an Individual Training Plan (ITP), listing all of the training requirenents
for their nobilization billet. Training to acconplish these nobilization
training requirenents nmust be given priority. These requirements, which are
established by the program sponsor, technical manager, and gaining active duty
command, define the training required for the Reservist to be fully
mobi | i zation ready. Per OPNAVINST 1001.21B, these training requirenents nust
mrror the training required of the Reservist’s active duty counterpart
perform ng the sane duties

1206. Training Strategy. The training strategy of the Surface Reserve Force
is to select the nost effective nethod from avail able resources to acconplish
mobi | i zation training requirements and provide peacetinme support. Carrying
out the Naval Surface Reserve Force training programrequires an understanding
of systenmic restrictions peculiar to the Surface Reserve Force. Drill
limtations, unit placement, billet location, and unit conposition are anong
the factors affecting the Surface Reserve training strategy

a. Drill limtations. Reserve training tine is |limted and nust be used
to maximze nobilization readiness. Mst Reservists drill and train only 1
weekend per nonth and an average of 12 days AT per year. Mst conmi ssioned
units and some augnent units are allowed additional IDT drills, but generally,
surface augnentation units are limted to 48 drills per year. The flexibility
does exist to allow any Reservist to conduct multiple drill periods
continuously over several days for up to 40 continuous drills. This flexible
drill policy is explained in COWAVRESFORI NST 1001.5C. This is just one
exanpl e of innovative methods being used to neet the chall enge of
acconplishing the best mobilization training during this limted drill tinme.

h. Unit placenent/billet structuring. SELRES denographic distribution
affects Surface Reserve training in many ways. Vhile nmpst active Navy
conmands are concentrated in mgjor coastal ports, a significant nunber of
Reservists live and drill elsewhere. As a result, many Reserve units are
| ocated at a considerable distance from their gaining command. This presents
a significant challenge since the best training for a Reservist is nostly
avail able at the gaining command, not the RESCEN. To neet this challenge, we
nmust al ways seek new and innovative ways to train Reservists in our RESCENs or
their local areas. The billet we need to assign a Reservist is not always
| ocated in the RESCEN where the Reservist drills. Sometines we nust Cross-
Assign Qut (CAO a Reservist to a billet managed by another RESCEN.  Training
CAO personnel is particularly challenging. Responsibility to schedule and
conduct training on all CAO personnel rests with the drill site/unit where the
i ndi vidual is physically |ocated

c. Billet instability. SELRES billets are established based on gai ni ng
conmand manpower requirenents. As requirenents and resources change, so does

[-2-3
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the billet distribution between active and SELRES. The billet changes we
experience in the Naval Reserve result from this process

d. Augnent unit conposition. The Reserve augment unit’s main purpose is
to round out the gaining command to wartime conplement. Augnent unit conpo-
sition affects training because billets are structured for gaining command
support, not for unit support. Reserve augnment units are not structured for
conmand functionality or admnistrative organization. This is especially
evident in ship augnment units where the senior billets requiring nore highly
skilled personnel are in the active conponent and the mgjority of Reserve unit
billets are generally personnel in | ower paygrades with | ess know edge and
experience. As a result, there are fewer |eadership personnel available in
the SELRES unit to do the training and adm nistration. In nost cases, these
| eadership gaps are filled by placing Admnistrative Surface billets in these
units to provide mdgrade managenent.

e. Volunteer force. Mst SELRES drill on a voluntary basis, even though
some are initially obligated by contract to drill. Unlike obligated SELRES
menbers, nonobligors may quit (transfer to an inactive status) anytine. Their
voluntary service nmakes it inportant that they receive val uabl e and neani ngfu
Reserve training. Numerous studies have shown that neaningful training
increases norale which leads to higher retention.

f. Diversity. Training across the Naval Surface Reserve Force has to be
as diverse as its supported programs. Training evolutions nust be flexible to
accommodate this diversity and should provide alternative methods for
acconpl i shrrent . Units collocated with gaining comrmands should drill with the
active command. QO hers should go on Inactive Duty Training Travel (IDIT) to
their gaining command for as long and as often as possible. The |onger the
I DTT, the better the IDIT funding use. Recognizing that funding limtations
exist, many individuals will train nore frequently at or near their |oca
RESCEN.  Those sites with Cvilian Augnented Training (CAT) or joint service
assets available nearby should use them Qualification Study Packages (QSPS)
Interactive Courseware, Surface Training Courses, and other mobilization and
prof essional training resources should be used for personnel who train at the
RESCEN.  Active Duty Training (ADT) mandays should be requested and quotas
obtai ned for personnel requiring Navy Enlisted Classification (NEC) rel ated
schools. Many training alternatives exist. Each CO nust be proactive
flexible, and innovative to research the resources avail able and provide the
best training possible to inmprove nobilization readiness

1207. Peacetine Support. Peacetinme support is defined as readiness related
activity supporting the mssion needs of the active conponent. Working

al ongside their active counterparts increases the nobilization value of
Reservists and relates directly to their individual proficiency and readi ness
for crisis response. Reserve unit COs nust always strive to provide the
support requested by their gaining comands. The Naval Reserve exists to
support the Navy. Although this peacetine support is not accounted for on the
I TP, it does enhance the individual proficiency of the Reservist. Providing
peacetinme support is an essential part of the Naval Reserve’s m ssion and
clearly contributes to the Reservist's nobilization readiness. Mbilization
training requirements should be given first priority for acconplishnent;
however, a CO nust exercise good judgenment when eval uating those cases when a
gaining command’ s need for peacetime support conflicts with the need to
acconplish ITP requirements. \Wen the gaining command determ nes that

1-2-4
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peacetinme support is of greater value, and funding is available, the CO should
seek to conply with the gaining command' s priorities. In these cases, a clear
plan should exist, wth the gaining command's concurrence, for scheduling the
acconpl i shment of deferred ITP requirements. The CO should al ways seek to
determi ne whet her funding exists through the gaining command’ s nmj or-cl ai mant
to fund the peacetime support evolution. Often times, it is possible to fund
one AT/ ADT, the required peacetinme support through the mgjor claimnt, and

al so be able to acconplish I TP requirenents using Reserve funding (AT/ ADT/
IDTT). In all cases, good judgenent nust be used and any request for
peacetine support which cannot be funded at the |ocal |evel nust be forwarded
to COWAVSURFRESFOR (N3) via the chain of command for review prior to denial.
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CHAPTER 3
THE TRAINING PROCESS

1301. The Training Process. Training is a continuumthat begins when a
Reservist joins the Naval Reserve and ends when the Reservist |eaves the Naval
Reserve. SELRES training plans nust be flexible to accommpdate the gaining
command’ s changing requirements, limted training opportunities, and changing
availability of resources. | DTT opportunities, exercise requirenents,
peacetine support, and the availability of required courses are constantly
changing causing training plans to require frequent updates. Proper planning
and adjustnments are inperative for budgeting, |ogistics arrangenments, enployer
notification, and training execution.

1302. The Training Cycle

a. The training cycle consists of four distinct prinmary phases each of
which is critical to efficiently achieve maxi mum training readi ness. The
phases of the training cycle are:

(1) Planning
(2) Scheduling
(3) Executing
(4 Analyzing
h. Exhibit 1-3-1 of this chapter illustrates the Training Cycle; each
phase is discussed in detail in the follow ng chapters.
1303. Pl anni ng. Mobilization billet training requirenments are easily

identified using the automated system and provided at each RESCEN. The RSTARS
system has different nodules that are used by a RESCEN to effectively nanage
the personnel assigned. The Manpower Modul e RSTARS(MP) provides all of the
necessary personnel and administrative information on an individual Reservist.
The Training Mdul e RSTARS(TM provides the training requirenents for each
Reservi st and contains autonmated nmeans for scheduling the acconplishment of
those requirenments and recording the training once conplete. Using the
RSTARS(MP) and (TM systens; billet, personnel, readiness information, and
training requirenents are conbined to create the RSTARS(TM database which is
the foundation for the entire training process.

a. Billet, personnel, and readiness information are transmtted fromthe
Reserve Training Support System (RTSS) to RSTARS(M).

h. RSTARS(MP) downloads billets and personnel information to RSTARS(TM
where each person’s record is joined with a listing of the training
requirenents for the individual's billet to create an ITP for each Reservist.

¢c. |TPs and managenent reports are produced from RSTARS(TM data to serve
various functions:

-3-1
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(1) Interview sheets are generated for personnel in billets that have
more than one possible training path. These ITPs allow nore than one way to
achieve a particular training requirement and are referred to as unconfigured
| TPs.

(2) 1TPs or interview sheets are automatically generated for each
i ndi vidual based on the Reservist’s billet and training requirenents. \hen
billet assignments change, |TPs change to reflect new requirenments. RESCEN
staff personnel will ensure units receive ITPs or interview sheets for new
assignments each drill weekend.

(3) RSTARS(TM managenent reports conplement the planning function by
sorting deficiencies for mobilization essential training in the order of nost
to |east nunber of personnel needing the training. The training requirenents
report details ITP training requirenents that need to be acconplished, both
essential training required for nobilization and performnce enhancing
training. Professional training, directed training, and On the Job Training
(QAIT) requirements may be appended to this report to produce Unit Training
Qbj ectives (UTCs). Knowing the resources that are available, the Reserve unit
CO and Training Oficer (TO can develop a plan for acconplishing training
defi ci enci es.

1304. Scheduling. UTCS are the basis for the Event Planning and Schedul i ng
(EPS) system input from each unit which lists FY training requirements and
requested resources needed to acconplish required training. EPS is an auto-
mat ed system used to document a Reserve unit’'s plan for training that the unit
needs to acconplish during the FY. This plan is evolutionary, constantly
changing in response to changing requirements, resource availability, person-
nel needs, and gaining command desires. An effective EPS plan nust be

devel oped well in advance of the new FY for budget planning purposes and then
mai ntained on at least a nonthly basis to stay current. Using the EPS plans
for all Reserve units assigned, each RESCEN conducts a nonthly Pl anning Board
For Training (PBFT) to discuss the training objectives for the FY and review
UTS and RESCEN Consolidated Training Schedules (CTS). The training schedul es
docunent specific training to be conducted, who the training is for, where it
will be held, and when the class wll convene.

1305. Executing. Once the training requirenents have been determ ned, the
resources identified to acconplish that training, and schedules witten
detailing when, where, and how the training will be acconplished, this
training plan nust be properly and efficiently executed. This portion of the
process involves orderwiting; |ogistic arrangenents for the Reservist’'s
travel, nessing and berthing; classroomand instructor preparation; execution
of contracts for services and facilities; critique of the instruction;
feedback to inprove the logistics support; and documentation of the training
once acconplished. Once the acconplished training has been properly recorded
in RSTARS, each Reservist's Individual Readiness Assessment Designat or
(1raD) code nust be updated in RSTARS. This information is then

el ectronically communicated to RTSS to update the Naval Reserve’s master

dat abase.

1306. Analysis. This is a critical phase of the training process that is
most often overlooked. After each training evolution, the Reserve unit and/or
RESCEN should critically analyze the instruction and |ogistics support
received to determne where process inprovenents mght be made. The RTSS
system gives us the capability to create a nunmber of managenent reports that

[-3-2
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allow the leadership of the Surface Reserve Force to accurately assess the
readi ness of the force. Reserve unit and RESCEN COs nust use the reports in
RSTARS(TM to deternmine the remaining training deficiencies and begin the
training cycle again. Feedback received nmust also be reviewed to determ ne
what inmprovenents should be nmade to the processes that will contribute towards
hi gher readi ness attainnent.
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1401. Echelon 1V Commanders. Echelon 1V commanders will provide oversight,
instruction, guidance, and assistance to subordinate field activities to

ensure that all training prograns are inplenmented properly and to the nmaxi num
readi ness bhenefit. They wll:

a. Budget and allocate training funds to subordinate activities. (Budget
hol ders only.)

h. Ensure that the training resources. provided are properly and nost
effectively used, and published training program guidance is adhered to.

¢c. Mnitor readiness data to identify processes that can be inproved.
Ensure IRADs reported are accurate. Provide feedback to field activities.

d.  Subnmit Training Resource Requests (TRRs) to identify ITP
admnistrative deficiencies or training support required from higher echelons.

e. Ensure that billet related training is the first priority for
all ocating resources.

f. Ensure that nobilization, professional and directed training are
pl anned, conducted, and documented as required.

g. Ensure subordinate conmands are provided the resources and support
necessary to conduct training. Mnitor cost effectiveness, appropriateness,
and expenditures of training funds. Readiness Conmmands ( REDCOMs) nust
aut hori ze any expenditure of CAT funds in excess of $500 per student.

h. Consolidate EPS systeminputs from subordinate activities for use at
the echelon IV level.

i. Ensure field activities are aware of AT/ ADT opportunities which are
available to Reserve units.

j. Monitor assigned subordinate conmands through assist visits or other
means as appropriate to ensure conpliance with training directives.

k. Oversee distribution of information describing unique training
capabilities at facilities within their geographic area.

1. Appoint a Naval Warfare Publication (NWP) Coordinator to assist
RESCENs in maintaining their NWP libraries. Ensure that RESCENs with NWP
libraries require this resource.

1402. Echelon V COs. The proactive involvenent of the CO and their FTS staff
are, essential for effective training planning, scheduling, execution, and
analysis. “RESCENs will:
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a. Mintain an ITP in RSTARS (TM for each SELRES in a nobilization billet
and ensure |ITPs are used to develop the unit's training plan. |If an RSTARS

(TM ITP is not available, use the generic ITPs that are available in RSTARS
(TM.

h. Ensure training is docunented in RSTARS(TM and in the Reservist’'s
service record as required by the Chief of Naval Personnel. Only those
entries required by the Chief of Naval Personnel nust be docunented in the
service record. The RSTARS(TM record will serve as official docunmentation
for all other requirenents.

¢c. Enter IRAD codes into RSTARS(MP).

d. Miintain a properly stocked library at each RESCEN and ensure that it
is available to support ITP and unit training.

e. Conduct PBFT.

f. Consolidate Reserve unit EPS subm ssions and forward to the echelon IV
conmander .

g. Conduct consolidated training using Qualification Study Package (QSP)
or other standardized training materials as available. |f standardized
material is not available, use locally produced lesson plans. Publish a
Consol idated Training Schedule (CTS) and a consolidated Plan of the Day (PQD)
for each day of the drill weekend.

h. Report training deficiencies via TRR

i. Plan and schedul e CAT, Exportable Training (EXPT), and Train The
Trainer (TTT) courses. Ensure that requests meet criteria for specific
funding. Oversee the quality of training to ensure that work center and/or
skill maintenance training is acconplished.

j. Evaluate instructors/Subject Matter Experts (SMES) periodically.

k. Ensure effective liaison is conducted between each unit, its gaining
command, and the supporting RESCEN.

. If unique training capabilities exist at the RESCEN which night be
used by other nearby RESCENs, inform Reserve units and other appropriate Naval
Reserve Activities (NRAs) of these capabilities.

m Ensure appropriate training is provided to FTS personnel. See section
VI, chapter 1 of this instruction.

1403. Reserve Unit/Detachment. The unit COis ultimtely responsible for
training effectiveness and nobilization readiness of their unit. In this
context, unit COs also refers to detachnment O Cs. The CO nust be know

| edgeabl e of the training requirements for their unit and the training
resources available so that they can devel op the nost efficient and effective
plan to maximze their unit’'s readiness. Reserve units/detachments wll:

a. Plan, schedule, execute, docunent, and analyze training via RSTARS(TM
and RSTARS(MP), as appropriate.
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b. Miintain an RSTARS (TM ITP for each SELRES assigned. \en billet
assignnments or requirenents change, the RESCEN will forward an I TP, or an
interview sheet if the ITP needs to be configured, to the unit. The Reserve
unit must ensure that each Reservist is given a copy of the Reservist’'s ITP
and is aware of the unit CO s expectations for conpleting the training
requirements .

¢c. Develop a UTS fromthe UTCs, |TPs, and CTS each month. The UTS will
be published 2 nmonths before the scheduled IDT periods. Annotate the UTS to
refl ect rescheduled and conpleted training. UTCs, UTSs, and EPS must reflect
the training required by local and CAO personnel. Requests for off-site
drills will be included in the UTS or in the recorded mi nutes of the PBFT, and
di scussed/ approved at the PBFT.

d. Ensure that the unit CO and TO both attend the PBFT.

e. Ensure training is properly docunented and forwarded to the
appropriate personnel for entry into RSTARS(TM and service records (if
required)

f. Maintain an effective chain of conmand that is proactive in resolving
adm ni strative problens for personnel in the unit and provide liaison for unit
personnel with the RESCEN FTS staff.

g. Develop and submit EPS input as directed.

h. Schedule all Reservists to perform AT or submit waiver requests.
Ensure that EPS reflects this data and applications are submtted annually
before 30 June.

i. Liaise with the gaining conmmand. Inform the gaining comand of
specific individual training needs. Provide peacetine support when requested.
If resources are not available for peacetime support, ensure that the RESCEN
CO is infornmed so that they may pursue other funding sources.

. Schedule I1DT, IDIT, and AT/ ADT to appropriate conmands for |ocal and
CAO personnel to receive mobilization training and provide peacetime support.

k. Provide instructors/SMEs as scheduled by the PBFT to conduct training.

1. Periodically evaluate instructors/SMVES.
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SCURCES OF TRAINING REQUI REMENTS

2101. Sources. As previously stated in paragraph 1201 of this instruction,
it is the mssion of the Naval Surface Reserve Force to provide trained and
qualified personnel to active duty commands in the event of mobilization. To
acconplish our mssion, we nust define what training is required for each
Reservist to perform their mobilization duties. OPNAVINST 1001.21B requires
that a Reservist be assigned the sanme training requirenents as their active
duty counterpart performng the same duties. Therefore, a Reservist’'s
training requirements nmust mrror the watchstation, work center, and skills
mai ntenance training required by their active duty counterpart.
COVNAVSURFRESFOR does not inpose any training requirements on a Reservist that
have not been directed by one of the follow ng sources

a. Navy Training Plan (NTP). NTIPs docunent resources required, both
equi pnent and personnel, to support specific programs in the Navy. They
provi de baseline information used to create manpower documnents, devel op
training plans, and procure hardware. These docunents are used strictly for
pl anni ng and budgeting purposes by echelon Il and hi gher comrands, and
generally would not be available at the echelon IV or lower level. NIPs are
reviewed and updated approxi mately every 3 years, and therefore, are not very
responsive to mnor program changes

h.  Program Sponsor. Each program command in the Navy has a sponsor.
Most sponsors are on major staffs in the Washington DC area. Normally, a
sponsor inputs training requirenents through the NTP update process discussed
above; however, a sponsor can submit training requirements directly to
COWNAVSURFRESFOR i f the NTP update process is not tinmely enough to fulfill a
critical need.

c. Gining Command. Every Reservist with a nobilization billet has been
assigned to a gaining comand, or is assigned to a Type Commander (usually
COWNAVSURFRESFOR) in the case of those Reserve units that do not have gaining
conmands.  The gaining command is the command that the Reservist would
normal ly mobilize to if rmobilization were directed. Gaining commands can
input training requirements directly to COMWAVSURFRESFOR for command- uni que
training that is not applicable to other commands of the same type. For
exanpl e, a maintenance activity mght have a need to train an operator for a
specific piece of machinery that other commands of the sanme type don't have
On the other hand, if all conmmands of the same type are affected by the
proposed change, the training requirement should be submtted to
COWNAVSURFRESFOR Vi @ the gaining conmmands’ chain of conmand to ensure
standardi zation. This will allow a higher echelon to confirmthat the change
is needed for all commands of this type (or with this specific equipnment)

Sorme hi gher echel on commanders have directed that their gaining commands wl |
submt all proposed changes to training requirenents via the chain of conmand
to the higher echelon Reserve Coordinator. Myst Mjor Minpower C ainmants and
mej or staffs have an officer on staff assigned as Reserve Coordinator to dea
with matters related “to the admnistration of the Reservists assigned to their
subordi nate conmmands. In those cases where guidance in this instruction
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conflicts with a gaining comand s guidance from a higher echelon, the gaining
command shoul d always follow the guidance provided by its higher echelon
conmander .

d. CNO directed. Some requirements are directed by CNO for all Navy
personnel, e.g. , advancement training requirements, |eadership training, and
CGeneral Mlitary Training (GM).

11-1-2
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TYPES OF TW N NG REQUI REMENTS
2201. Training Types. COWAVRESFOR requires that the Naval Surface Reserve
Force conduct certain types of training. The training requirements subnitted
t o COWAVSURFRESFOR by one of the sources listed in section 2101 of this

instruction can generally be categorized as follows: Billet related training,
professional training, and directed training.

a. Billet related training. Training necessary for a Reservist to
satisfy the watchstation, work center, and skills naintenance requirenents for
their nobilization billet. These requirements are derived fromthe bill et
training profiles in the NTP for the Reserve unit or gaining command, or from
other witten guidance fromthe resource sponsor, najor clainmant, or gaining
conmmand.  These requirenents are issued to NRAs in the formof an I TP which
lists the billet related training required of each individual Reservist for
their specific mbilization billet. These requirenments are the highest
priority training because they directly contribute to inproved nobilization
readi ness.

h. Professional training. Training necessary to ensure professional
conpet ence. This training generally is not billet specific, but rather,
i nproves the individual’'s effectiveness beyond the constraints of their
specific billet. Exanples of this type of training include courses in
instructor training, warfare specialties, and Damage Control (DC).

c. Directed training. Training mandated by higher authority to increase
awar eness and address specific needs or areas of concern not covered by other
Navy training, e.g., GMI and Special Interest Item training.

d. Accession training. Training required by all personnel newy accessed
into the Naval Reserve. personnel requiring accession training include:

(1) Advance Pay G ade (APG personnel. Nonprior service or prior
service personnel who are recruited to fill specific requirements and are
given a tenporary advancement to E2 through E6 as appropriate. Advanced Pay
G ade (apg) personnel are recruited fromthree target groups:

(a) Nonprior service nmenbers. These Reservists have a contractual
obligation to attend the APG indoctrination course for their first AT.

(b) Qther service veterans. These Reservists are not required to
attend the APG indoctrination course.

(c) Navy veterans. These Reservists may not attend the APG
i ndoctrination school because they have previously attended Navy boot canp.

(d) Beginning with APG course attendees in December 1996, besides
attending the APG school within 1 year of accession, all APGs that are not
prior service veterans and all Accelerated Initial Accession program
participants must complete the follow ng requirements within 24 nmonths of
accession if not conpleted during APG school: General Shipboard Firefighting
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(J-495-0412), Basic Damage Control PQS NAVEDTRA 43119-G (chenical, biological,
and radiological defense sections only), Damage Control Training (K-495-0045),
and fourth class sw mer qualifications.

(2) Accelerated Initial Accession program This is a special
recruiting programallowi ng nonprior service personnel to enlist at a
permanent grade of E2 with a tenporary grade of E3. Training requirenents are
identical to those for the APG program including attendance at the APG course.

(3) Al new affiliates (officer and enlisted) will conplete the
"Orientation to the Naval Reserve" course within the first 4 nonths of
service. This is normally acconplished during RESCEN indoctrination.

I1-2-2
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2301. Reserve Billet Training Requirements (RBTR). An RBTRis a specific
list of the training requirements a Reservist in that billet nust acconplish
to be fully trained to performall duties associated with their billet. There
is an RBTR for every type of nobilization billet in the Surface Reserve Force
For exanple, there is an RBTR for the nobilization billet entitled “Charge
Nurse. * Billets with this title nay appear in nmany different Naval Hospita
Reserve units, but there should be only one RBTR for a “Charge Nurse.”

a. The training requirements listed in an RBTR can be generally
categorized into three areas: Watchstation, work center, and skills
mai ntenance training. The training listed in these areas should mirror the
training required by a Reservist's active duty counterpart perform ng the sane
duties . Exhibit 11-3-1 of this section is an example of an RBTR

h. To assist in prioritizing and measuring training acconplishment
points are assigned to each specific requirenent on the RBTR that is
absolutely essential for nobilization. Qher billet related training will be
categorized as perfornmance enhanci ng and, per COVNAVRESFORI NST 3501. 1K, will
be listed on the RBTR without points assigned. COWNAVSURFRESFOR nmintains a
dat abase of the RBTRs in the Surface Reserve Force in an automated system
called the Reserve Billet Training Plan Surface System Updates to the
dat abase are periodically distributed to NRAs through an electronic bulletin
board and the Internet to be uploaded into RSTARS.

2302. 1TP. When a Reservist is assigned to a specific billet in a Reserve
unit, they are also assigned the RBTR for that billet. An RBTR with a
specific Reservist assigned to it is referred to as an |TP. In other words

the only difference between an RBTR and an | TP is that an RBTR contains just
the training requirenents for a billet, while the ITP contains both the
requirenents and infornation on the individual that has been assigned to that

billet. By using the point values associated with each essential training
requirenent on the ITP, a percentage of training acconplished can be
calculated for each Reservist. This neasure of readiness is the basis for the

IRAD. This IRAD is entered into RSTARS(MP) to provide the basis for assessing
the training readiness of each Reserve unit. Al of the ITPs for Reservists
assigned to a RESCEN are maintained in a database within the RSTARS Trai ni ng
Modul e (RSTARS(TM and all of the manpower information on each Reservist is
mai ntained in RSTARS(MP). Exhibit 11-3-2 of this section is an exanple of an
| TP.

a. |TPs are updated periodically to reflect changes to training
requi renents that have been requested by the program sponsor, technica
manager, or gaining command. These updated files are downl oaded to each
echelon IV and V activity to be uploaded into the activity's RSTARS(TM
system Nornally, changes subnitted are entered and transmitted to the field
within 30 days

11--3-1
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h. The RESCEN CO s responsibility is to ensure that all units receive
their respective ITPs for all personnel assigned to nobilization billets. The
Reserve unit CO nust be know edgeabl e about all of their unit’s | TPs and nust
ensure that each Reservist in the unit is given a personal copy of their ITP.
Each Reservist nust make every effort to acconplish their ITP requirenments and
must provide docunentation to the Reserve unit TO to support training
acconpl i shed.

c. Some | TPs have alternative training paths, commonly referred to as
“and/or” requirenents. The training path to be used by the Reservist nust be
decided by the unit CO TO during the Reservist’s initial interview and service
record review. The RSTARS(TM Interview Sheet will be used to docunent the
training path decided upon during the interview Unit COs and TGCs nust be
aware of the training path selected and the other paths available in case
ci rcunstances change.

I1-3-2
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*'k*”**’k*1k*1k*1k*1***!**1k*ir**”**1k*ir**”**1k*‘**'k*”**’k*1k*1k*1k*”**1**1k*1~*1k*”**1**1**1**1**”**1**1**1**

DATE: 98/09/01 ' PAGE: 1
) RBTR BOOK
E-21-01-022 -
DESCRIPTION: INDP DUTY ASHORE SK FLEXIBLE READINESS IND: IMMEDIATE
RATE (8) : SKl/SK2
PNEC/SNEC : 2813/0000 REQUIRED SECURITY INVESTIGATION:
REQ TSK TSN TRAINING
NUM NUMBER DESCRIPTION REFERENCE ROR FREQ LENGTE POINTS
(U) 01 FAM-000-0002 GAIN CMD & MOB BILLET INDOC CNSRF 3502.1 SERIES MASTER TRG ONCE = ==<=~--
INCL SORM/SECURITY PROCEDURES PLAN/GAINING COMMAND INSTR
{U) 02 KNO-000-1447 MSC CURRICULUM TOPICS STS 1500-19 SERIES ONCE = ==---
(U) 03 EXC-000-0026 TEAM TRAINING EXERCISE PORTSCOMM EXERCISE YEAR  -----
04 MIS-000-0506 OVERSEAS REG ORIENTATION/LANG CIVILIAN AUGMENTED TRAINING ONCE = =-----
05 SET-B21-0104
NEC-000-2813 NEC 2813 NAVPERS 18068 SERIES ONCE -----
OR CNR-551-0010 SUPPLY AND FISCAL SUPPORT CANTRAC ONCE 19 DAYS
{SURFACE)
NEC-000-2813 NEC 2813 NAVPERS 18068 SERIES ONCE - -----
06 SET-E21-0107
KNO-000-2055 SMALL ARMS QUALIFICATION 3591.1 SERIES/GAINING COMMAND ONCE = -----
OR KNO-000-2055 SMALL ARMS QUALIFICATION 3591.1 SERIES/GAINING COMMAND ONCE -----
07 SET-E21-0103 ‘
COR- 000-0523 DISREGARD SLOC AND MSC#55 TSNS PENDING IMPLEMENTATION OF ONCE = -----
MSC 101 COI
OR COR-000-0523 DISREGARD SLOC AND MSCH#55 TSNS PENDING IMPLEMENTATION OF ONCE = =-=---
MSC 101 COI
08 SET-E21-0108 .
CNA-950-0001 RECRUIT BASIC MILITARY TRAININ NAVCRUITTRACOM GL/NITRAS/ ONCE -=---
CANTRAC
OR CNR-950-0005 ADVANCED PAYGRADE INDOCTRINATI PRODEVCEN/NITRAS/CANTRAC ONCE 12 DAYS
PRIOR 1996 . ‘
OR CNR-950-0004 ‘ADVANCED PAYGRADE INDOCTRINATI N7 DIRECTORATE ONCE 12 DAYS
SAT PASS ALL MODULES AFTER ‘96
CNJ-495-0412 GENERAL SHIPBOARD FIREFIGHTING CIN J-495-0412/EQUIVALENT ONCE 1 DAY
CNK-495-0045 SHIPBOARD DAMAGE CONTROL CIN K-495-0045/STS 495-0045 ONCE 2 DAYS
TRAINING
MIS-999-9999 THIRD CLASS SWIMMER ACCESSION LEVEL QUALIFICATION ONCE = -----
PQS-000-0466 DAMAGE CONTROL NAVEDTRA 43119-G (SERIES ONCE = ~----- |
(FIRST AID & CBR-D ONLY) 105,106
09 SET-E21-0109
CANTRAC ONCE 12 DAYS

" CNP-500-0025

SECOND CLASS PETTY OFFICER
LEADERSHIP COURSE

EII-3-1
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DATE: 98/09/01

Exhibit EII-3-2

khkkhkkkhkhkkhhhhhkhkhkhkhhhdhhhdhhkhkkhbhdbhhbhkhdbhbhhhkhhrbhhhkkhbdkhhhdbddkddhrhhkhdhhhhkdbhtdd

INDIVIDUAL TRAINING PLAN
E-42-07-029 ’

DEPT: DIV:

wW/C:

UNIT NAME: NR SIMA PASCAGOULA DET 1

BILLET TITLE

: MK75/76MM ADVANCE TECH

ASSIGNMENT :

PAGE: 1

LOCAL P/S NEC: 0BGS/0000

BILLET ASGN DATE: 98/08/06

P/S NEC: 0801/0000

ABSC: 86720
POINTS COMPLETION PLANNED
EARNED DATE DATE

NAME : ALSTON PHILLIP RATE: MM2
TRUIC: 87890
RBSC: 7415A RATE: GM1
AUIC: 32770 FRI: 1 UMUIC: 87890
REQ
TYPE TSN DESCRIPTION
R MED-000-0004 BASIC LIFE SUPPORT CPR (A)
(W/RECERT AS NECESSARY)
X CHA-§50-0001 RECRUIT BASIC MILITARY TRAININ
R CNP-500-0025 SBCCND CLASS PETTY OPPICER

INDIVIDUAL'S SIGNATURE:

GAINING COMMAND:
REFERENCE
AMERICAN HEART ASSC/

R e
NAVCRUITTRACOH GL/RI
CANTRAC
r2 ap

SIMA NORVA
FREQUENCY
RED CROSS 1 ¥R
TRAS/ oNCE
ONCE
PRMT POINTS:

POMT POINTS:
OVERALL POINTS:

DATE:

C. O. SIGNATURE:

DATE:
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PLANNI NG
CHAPTER 4
RESOURCES AVAI LABLE

2401. Sunmary. Many training requirenments in ITPs can be acconplished in
more than one way using a variety of resources. (COs are responsible to ensure
t he nunmerous training resources covered in the next few pages are used
judiciously and in the nost cost effective manner to maxi m ze nobilization
readiness . Resources available can be grouped into several categories:
Facilities, curricula, human, financial, and equipnent.

2402. Facilities

a. Local training. Local training resources are those personnel, cur-
ricula, and equipnent available at the supporting RESCEN and its assigned
Reserve units. Training with local resources may be schedul ed and advertised
as consolidated training available to personnel from all Reserve units.

h. Of-Site training. Training resources |ocated near, but not avail able
at, the RESCEN. COs shoul d encourage use of non-Naval, off-site facilities
when neaningful skills and training can be attained or maintained. RESCEN CCs
should visit other service mlitary facilities in their local areas to
determine if any training opportunities exist in which the Naval Reserve m ght
jointly participate. If a non-Department of Defense facility is used, ensure
that the REDCOMis informed and that the agreenent for use has been revi ewed
by a judge advocate general officer to assess government liability issues.

¢c. Common-Site training. Training scheduled for a particular |ocation
for units from various RESCENs. For curricula with limted instructor
availability, this may be the nost cost effective way to conduct training for
Reserve units fromnultiple RESCENs.

2403. Curricula

a. Surface Training Series (STS). Conprehensive training naterial pack-
packages designed to provide Reserve units and detachnments with a standardi zed
set of curricula. These curricula are designed to neet | TP know edge and
skill requirements. STS includes QSPs. These training packages are based
upon Personnel Qualification Standards (PQS) and are designed for self-paced
or instructor-led instruction. They may be used at RESCENs or gaining
commands to suppl enent hands-on PQS training. Conponents of a QSP include the
Instructor Cuide, Student Cuide and watchstation nmedia (slide tapes, video-
tapes, or conputer based training). STS materials are ordered using
NAVSURFRES 1550/ 15.

h. Responsibility and accountability for ordering, handling, stowage, and
adm nistration of exami nations. Exami nations are provided with sone QSPs and
some courses. These tests are required elements of the STS and nust be
adm ni stered properly. Accurate STS exam accountability cannot be overstated!
Control of these materials per BUPERSINST 1430.16D and Navy Regul ations.
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(1) Odering. COWNAVSURFRESFOR provi des examinations only to those
RESCENs listed in the Standard Navy Distribution List. COWAVSURFRESFOR wil |
only ship examnations in response to an authorized witten request. -

(2) Handling. The credibility and integrity of the STS exam nations
rely on the security of testing materials. The RESCEN nust be alert to
possi bl e conpromi se through disclosure of the contents. COVNAVSURFRESFOR will
mail all test materials in two envel opes with the inner one bearing the
statement “TESTI NG MATERI ALS - TO BE OPENED BY COMVANDI NG OFFI CER/ EXECUTI VE
OFFICER ONLY”. Al test materials will be returned to COMNAVSURFRESFOR ( N72)
in double envelopes with a cover letter nmarked for COWMNAVSURFRESFOR (N72).

Exam nations will, at all tinmes, be in the custody of the CO Executive
Oficer (XO, TO or designated representative (E7 or above) . Al RESCENs
will initiate and monitor |ocal custodial procedures to ensure maxi mum

saf eguarding and accountability of examinations at all tines. Those nedical
exans distributed on COOROM may renain in the custody of the instructor and
are exenpted from these handling requirements.

(3) Accountability. Al testing materials shipped by COWAVSURFRESFOR
will be listed on an inventory list which acconpanies the cover letter.

(4) Stowage. Examinations, answer keys, and answer sheets nust be in
the direct custody of an official who meets the requirements stated above.
Testing materials will be stowed in an approved GSA container before and after
adm ni stration of an exam

(5) Administration. Before admnistering any test, the test
adm ni strator should ensure that the testing package is conplete (copy of
cover letter, answer key(s) , and test booklet(s)). Once testing is conplete,
all items nmust be returned to COWNAVSURFRESFOR (N72).

¢c. Mdularized NEC Training Courses. This training awards NECs by
nmodul ari zing a Navy school curricula to facilitate conpletion of the course by
a SELRES. This programis limted to specific courses, for example, NECs 8404
and 8707. Consult the nec Manual (nNaveers 18068) for detail ed gui dance.

d. Conputer Based Training (CBT). A great deal of CBT software is
avail able from comercial sources. Some CBT software is also specifically
devel oped to satisfy particular Naval Reserve training requirenents. As
software and hardware are devel oped/procured, it is distributed.

e. Training Resource Catalogs. Catal ogs of exportable onboard training
may be obtained from Naval Education and Training Professional Devel opnment
and Technol ogy Center, San Diego, CA 92132-9999; tel ephone nunbers are DSN
522-1342 and commercial (619) 532-1342. Some sources of specific onboard
training are:

(1) Type of materials: |Individual PQS packages

Cat al og: PQS Catal og (NAVEDTRA 43100-5)

Addr ess: Naval Education and Training Center,
Program Managenent Support Activity
PQS Devel oprent G oup
Pensacol a, Fl 32509-9999

Phone: DSN 922-1402; conmercial (904) 452-1035
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(2) Type of materials: Audiovisual materials (East of the M ssissippi
Ri ver)

Cat al og: Audi ovi sual Cat al og

Addr ess: Conmandi ng O ficer
Naval Education and Traini ng Program Managenent
Support Activity
Norfol k, VA 23511-6197

Phone: DSN 564-4011/1468; comercial (757) 444-4011/1468"

(3) Type of materials: Audiovisual materials (West of the M ssissippi
River)

Cat al og: Audi ovi sual Cat al og

Addr ess: Commanding O ficer
Naval Education and Training Professional Devel opment
and Technol ogy Center

Bui l ding 110
San Diego, CA 92132-5105
Phone : DSN 522-1342; commercial (619) 532-1342

f. Resources available from COWAVSURFRESFOR  The training resources
avai |l abl e from COWAVSURFRESFCR are in a database which will be available for
anyone to access via the internet in 1998. Software required for access to
this systemw Il be distributed separately.

g. Formal schools. Navy "A/" “C" and “F' schools, located at various
Fl eet Training Centers, Naval Technical Training Centers, and service school
commands provi de courses for required NEC training, professional training and
team training. SELRES who require these courses should submit an application
for AT or ADT orders to attend the appropriate school, regardl ess of the
course length. If the quotas and funding are available, the Reservist will be
i ssued AT or ADT orders. Alternatively, many courses can be exported to a
site at or near the RESCEN by a Mbile Training Team Contact the quota
control desk for a particular school to determne whether this is an option.
The schools coordinator desk, COWAVRESFCR (N332), will coordinate quotas for
schools greater than 12 days. w~ratraining departnent personnel should
contact the schools coordinator if a Reservist has a requirenent to attend a
school longer than 12 days and is available to attend training.

h. PQ. P is normally associated with watchstation and work center | TP
line itens. FEffective managenent of this program requires assignment of
acconpl i shment goals and periodic performance nonitoring for each Reservist.
QSP packages have been devel oped by COVNAVSURFRESFOR to assist in
acconpl i shing many PQS packages.

2404. Equi pnent

a. Training Devices/Technical Training Equi pnment. Equi pment designed to
provide training in skill areas. Mintenance policy and procedures for these
devices and equiprment are provided in COMNAVSURFRESFORI NST 4790. 1B.

(1) Danmge Control Trainer. The Damage Control Trainer is a self-
contained wet trainer which permts sinmulation of battle danage that may occur
“in bel ow deck spaces aboard ship. The trainer provides functional, individual
and unit training for personnel assigned to afloat mobilization billets.
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Trainers are |ocated at:

NAVRESCEN Bal ti nore, MD NAVMARCORESCEN Col unmbus, OH
NAVMARCORESCEN Or | ando, FL NAVMARCORESCEN Houst on, TX
NAVIVARCORESCEN Bessemer, AL NAVMARCORESCEN St. Paul, MN
NAVMARCORESCEN Denver, CO NAVMARCORESCEN Long Beach, CA

NAVMARCORESCEN New Orl eans, LA NAVRESCEN Forest Park, |L
NAVRESCEN Green Bay, W

(2) Medical Skills Training Labs. Simulated hospital ward/ medical
| abs are avail able at some | arge RESCENs whi ch support hospital corpsman and
dental technician proficiency training.

2405. FEinanci al

a. EXPT. This training nethod delivers standardi zed curricula and
trained instructors to the Reserve unit’'s location, usually a RESCEN. It
allows mnimal expenditure of travel funds since we are paying just for the
instructor(s) to travel and not all of the students. EXPT can be used for
mobi | i zation training, professional training, and QJT. Medical Exportable
Training (MEXPT) is a specific type of EXPT which is used to train nedical
program personnel .

b. CAT. This training nmethod uses civilian training resources to neet
Navy requirenments when Navy resources are not readily available or it is nmore
cost effective. CAT sources include vocational schools, trade schools, junior
colleges, wuniversities, and specialized commercial training providers. CAT

shoul d only be used to provide training that will inprove the readiness of the
Reservist. Medical CAT (MCAT) is a specific type of CAT which is used to
train medical program personnel. The follow ng general guidance regardi ng CAT
is provided:

(1) Costs for CAT generally should not exceed $500 per student.
Funding is provided to each REDCOM in their annual budget. Cost waivers for
courses above this limt nust be approved by the RESCENs REDCOM before signing
a contract. Local civilian resources should be used whenever possible;
however, CAT may be inmported from outside the local area.

(2) The RESCEN CO has the discretionary authority to determ ne whether
instructional nmaterials contracted for with the course provider should renain
in the custody of the government or be given to the student upon conpleting
the training. Specifics must be detailed in the CAT contract if the govern-
ment or the student is to retain naterials upon conpleting the course. costly
course materials that could be reused for recurring training requirenents
shoul d be retained by the RESCEN for reissue to the next class of students.

(3) If an individual drops out of a CAT course/program their prorated
share of the funds may not be recouped fromeither the individual or the
contractor. Do not require an individual to sign any preenrol | ment agreenents
(e.g., NAVPERS 1070/613; Administrative Renmarks (page 13s)).

(4) Unexcused IDT periods will only be given for classes the
i ndi vidual mssed wthout proper authorization. Regularly scheduled |IDT
periods may be reschedul ed,. when necessary, to allow maxi mum participation in
CAT opportunities.
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(5) CCs/ACs of Reserve units will identify CAT opportunities and
submt as budget requirenents via the EPS system  Funding for CAT will be
given to the REDCOVs as part of their annual allocation of training funds.
COs of RESCENs will contract for approved and funded CAT training.

d. Continuing Medical Education (CVE). A programthat allows health care
providers to attend sel ected nedical courses and conferences to enhance their
medi cal know edge.

e. TTT. TTT addresses the training of "trainers". This program provides
the requisite training to instructors so that they can then teach the subject
matter to others. TTT courses are formal courses of instruction required by
personnel to perform their assigned duties. These courses provide informtion
and instruction which inproves the know edge and performance of personnel and
ultimately enhances the readiness of the Reserve force. The formal courses
taught by the Naval Reserve Professional Devel opment Center (NAVRESPRODEVCEN)
all qualify for use of this funding. TTT funding is provided to each REDCOM
for further distribution to subordinate RESCENs. See section VI, chapter 1 of
this instruction for more guidance.

f. AT. AT is the primary and preferred nethod of acconplishing
mobi | i zation training and is nornally performed at the gaining command.
Ceneral ly, AT at the gaining conmand will also afford the opportunity for QJT
and professional training.

g. IDIT. IDIT is a type of directive order used to increase nobilization
readi ness and provide peacetinme support. COVNAVRESFORI NST 1571.7H and chapter
3 of this section provides detail ed guidance.

h. Tenporary Additional Duty (TAD) funds. Active Navy commands nay use
their command’ s TAD funds to pay travel and per diemcosts for a Reservist if
Naval Reserve funding is not available. In these cases, the Reservist’'s
drills will be reschedul ed to accommodate the active Navy command and so that
the Reservist can receive drill pay.

2406. Human

a. Ceneral Voluntary Training Unit (GVTU) personnel. GVTU personnel are
a tremendous resource of experienced, know edgeabl e personnel that a RESCEN CO
can use to perform admnistrative, managenment, and instructional duties.
Reserve force budget reductions and the consequent billet cutbacks have
i ncreased the nunmber of officers and enlisted nenbers assigned to GVTUs. GVTU
menbers nust be provided with opportunities to make worthwhile contributions
to the Surface Reserve Force which will also further their careers. G/TU
menbers shoul d be assigned tasks and responsibilities that are within their
ability to perform and, once conmitted, they should be held accountable.
Centered around training and |eadership issues, GVITUs should be devel oped as
centers of training excellence. As an incentive, recognition for superior
performance in the GVTU shoul d include due consideration for future
assignments . GVTU Reservists should be used within the follow ng constraints:

(1) GVTU nenbers will not be assigned to positions normally filled by
FTS or SELRES personnel in other Reserve units, RESCEN or REDCOM chai ns of
command (e.g., CO XO TO or Conmand Master Chief) without first obtaining
approval from the echelon IV comrander.
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(2) When processing requests for funded ADT orders, ensure that due
consideration is given to those menbers who have denonstrated the capacity for
further superior performnce.

b. Training Aids Librarian (TAL). An FTS TAL will be assigned by the
RESCEN CO in the command’ s collateral duty notice per COVWNAVSURFRESFORI NST
3120.1.  STS 414 (Library Guide for Naval Reserve) is the primary method by
which TALs acquire the know edge to properly perform their duties. Under the
supervision of the training departnment supervisor, the TAL will:

(1) Procure and nmaintain an adequate supply of current training aids,
equi pment, special devices, publications, curricula, and other instructional
material in sufficient quantities to neet the requirements of all training
prograns in effect within the RESCEN

(2) Review instructor requests to determne what instructional
materials are required.

(3) Maintain master set of Professional Advancement Requirenments and
Naval Occupational Standards Bibliography sheets (may be stored in electronic
media for printing as needed)

(4) Receive, issue, and maintain accountability of training aids
material and publications.

(5) Enter changes and corrections to publications maintained in the
library and provide changes to publications previously issued.

(6) Provide technical assistance and instruction on proper usage of
training aids and special devices.

(7) Prepare requisitions requesting necessary aids or materials in
time to satisfy needs.

(8) Conpile and distribute annually to unit COs an up-to-date training
aids inventory (catalog) and list of training aids and publications required
by training prograns. The TAL should al so keep unit COs informed of new aids
arriving between updates to the catal og.

(9) Review UTSs and evaluate which library materials are suitable for
each training evolution. Mke specific recomrendations to instructors and
guide themin the use of materials.

(10) Maintain records which show overall usage of library resources
and furnish this information to the RESCEN CO

(11) Conduct an annual training materials inventory as needed to
ensure reliable stock records.

(12) Routinely conduct in-house training for unit COs/TGCs,
instructors, and SMES on training resources and famliarize themwth
availability. The majority of adm nistrative duties can and should be
perfornmed during other than normal drill hours to free the TAL for assignnent
to other support duties during the drill weekend.
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c. NWP Librarian. Each REDCOM and RESCEN will appoint a senior petty
officer (collateral duty notice is sufficient), holding the appropriate
security clearance, to the collateral duty as custodian of the NWP Library per
NWP-0 and OPNAVI NST 5510.1H  NWP requirements are addressed in NAP-0.
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PLANNI NG
CHAPTER 5
uro

2501. UTQ_ UTCS are sinply a summary of all individual training objectives.
These objectives are derived fromthe individual’s training requirements and
include billet training, professional training, directed training, and
accession training, if required. The format for UTGs is left to the

i ndi vidual RESCEN CO.  However, the RSTARS(TM Training Requirement Report
nmust be used as the primary contributor when devel oping UTOs (see exhibit
11-5-1 of this section) . The TRR details all nobilization billet training
requirenents that need to be acconplished, the total nunber of personnel that
need to acconplish the training, and the total number of readiness points that
wi |l be gained upon conpletion of the training evolution. The UTGs are the
basis for the EPS input, the UTS and the CTS.

2502. Effective and Efficient Training. Unit training plans nust consider
indi vidual requirenments, training objectives, resource constraints, and

i npl enentation nethods to develop the best plan for the unit. Planning unit
training at nost RESCENs al so involves coordinating the plan with other units
drilling on the sane weekend or at the RESCEN to nmake sure that the nost
effective, efficient, and econom cal training available is provided, and the
hi ghest priority requirements are being acconplished first. Consolidated
training at the RESCEN, opportunities to train together with like units from
nearby RESCENs, and joint service training opportunities should be explored to
achieve the nost efficient progress towards mobilization readiness
Additionally, RSTARS(TM provides conprehensive reports/schedul es that
identify which personnel should attend what training evolutions and which
training should receive the highest priority.

2503. |dentify Individual Training Requirenents. The cornerstone of any plan
for a unit to become fully nobilization ready is for the Reservists to each
conplete all of their individual nobilization training requirenents. There -
fore, the first step in planning unit training is for the unit to determne
the conplete set of training requirenents for Reservists holding billets in
the unit and to prioritize that list giving essential training requirenments
priority over performance enhancing requirenments. This conprehensive |ist of
training requirenments forms the basic building block used in the training

pl anning process. Al nost all training requirements, except a very few which
require team coordination, can be derived fromthe unit’s individual training
requirenents. The PBFT, unit CO and TO devel op the plan which details what
training will be scheduled, how that training will be acconplished, and when
specific training events will be scheduled to maxim ze training resource
efficiency. The RESCEN staff should conpile the UTOs for all Reserve units
into a consolidated RESCEN training objectives |list which can be used as a
source to develop the RESCEN s consolidated training plan.
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DATE: 98/09/01 PAGE 1
PR AT D IATImE  DTEARm

FOR .
NR SIMA PASCAGOULA DET 1 - 87890 -
NRA: 0937  ACTIVITY: NAVMARCORESREDCEN NEW ORLE
REQUIREMENT TYPE: ALL
REFERENCE DATE: 9809
REQ UNPLANNED  PLANNED  PTS
TYPE TSN DESCRIPTION REFERENCE ROMTS RQMTS AVAIL
R CNA-950-0001 RECRUIT BASIC MILITARY TRAININ NAVCRUITTRACOM GL/NITRAS/ 1 0 1
CANTRAC
R CNR-950-0001 OFFICER LEADERSHIP COURSE COMNAVRESFOR 151301Z SEP 97 1 0 0
R MED-000-0004 BASIC LIFE SUPPORT CPR (A) AMERICAN HEART ASSC/RED CROSS 5 0 0
(W/RECERT AS NECESSARY)
R CNP-500-0025 SECOND CLASS PETTY OFFICER CANTRAC . 15 0 0
LEADERSHIP COURSE
N  LOO-MRM-$302 MRMS-302 USER SIMAPASCINST 5230.1 2 1 0
N L00-000-0321 NAVY RIGHTS AND RESPONSIBILITI €C DIRECTED 5 ] o
R FAM-000-0002 GAIN OMD & MOB BILLET INDOC CNSRF 2502.1 SERIES MASTER TRG 1 1 0
INCL SORM/SECURITY PROCEDURES PLAN/GAINING COMMAND INSTR
N LO0-PQS-0002 QA-301 CRAFTSMAN NAVEDTRA 43523 0 1 [}
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SCHEDULI NG
CHAPTER 1
EPS
3101. Summary. This section provides an overview of the EPS system EPS

provides the Reserve unit’s enploynent schedule. EPS was devel oped to
automate and standardize the process of planning, scheduling, and tracking
major training events. It is an unclassified system No classified data may
be entered into EPS. COVNAVSURFRESFOR now del egates the responsibility for

pl anning and funding training events to the | owest appropriate level, the unit
CO, and the RESCEN CO through PBFT. Funds managerment for |DTT events, once
managed at the echelon IV level, are now managed at the echelon V level. EPS
was devel oped to assist COs at the echelon V and VI |evels in managing and
optim zing resources and to provide an oversight capability at the echelon IV
level. EPS replaced the Standard Training Event Planning System (STEPS)

3102. Categories of Events. EPS nay be used to plan, schedule and track both
Reserve Personnel Navy (RPN) and Operations and Mintenance, Naval Reserve
(C&VWNR) funded training and peacetine support events.

3103. Capabilities. EPS has the follow ng specific capabilities:

a. Allows echelons IV, V, and VI to track events fromthe planning stage
to conpletion.

h. Provides echelon IV, V, and VI commands with a standardi zed nmethod to
record, store, display, change and print Unit Enployment Schedul e data.

c. Assists echelon 1V, V, and VI commands in the planning, scheduling,
and budgeting of requirenents.

d. Assists commanders in prioritizing and forecasting requiremnments
t hroughout the FY.

e. Provides a neans to identify shortfalls and excesses in the current FY
and budget requirenments for the next FY. Allows each echelon to redistribute
funds as necessary to make best use of available resources.

f.  Provides a standard Unit Enpl oyment Schedul e report for use at al
| evel s to exercise operational authority and oversight responsibility.
Provides ad hoc query capability for user defined informati on managenent
needs.

g. Provides data export and inport capability between echelon. An annual
plan is devel oped using EPS for each unit, based upon training requirenents
and peacetine support, and forwarded via the chain of command. \en the
funding for each method of training is known for the Force, COWAVSURFRESFOR
di stributes the Annual Planning Figure (APF) and Fund Authorization to the
echelon IV commanders. Echelon IV commanders then issue an APF letter to
their subordinate activities. The APF letter is issued by the REDCOM Direct or
of Regi onal Operations and Training (N3/N7) in coordination with the REDCOM
Comptroller (N8). The REDCOM (N3/N7) issues the APF letter as a planning
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Annual Pl anning Figures

7000
Ser 03/

Commander, Naval Reserve Readi ness Command Region
Commanding Officer, Naval and Marine Corps Reserve Center

FY96 M SSI ON FORCES/ SURFACE TRAI NI NG ANNUAL PLANNI NG FI GURES FOR
NAVAL AND MARI NES CORPS RESERVE CENTER

Your FY96 Annual Planning Figures as follows:

a. RPN
Qr 1 Qr 2 Qr 3 Qr 4
(1) 1DTT
(a) Discretionary $5, 000 $6, 000 $7, 000 . $5, 000
(b) Fenced
RU C 87435 $1, 000 $1, 000 $1, 000 $1, 000
(2) ADT Days 00/ 00 00/ 00 00/ 00 00/ 00
(3) CAT-H Days 00/ 00 00/ 00 00/ 00 00/ 00
h. O&M NR
Qr 1 Qr 2 Qr 3 Qr 4
(1) GV 00/ 00 00/ 00 00/ 00 00/ 00
(2) CAT 00/ 00 00/ 00 00/ 00 00/ 00
(3) MCAT 00/ 00 00/ 00 00/ 00 00/ 00
(4) EXPT 00/ 00 00/ 00 00/ 00 00/ 00
(5) MEXPT 00/ 00 00/ 00 00/ 00 00/ 00

SI GNATURE
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docurment and the Conptroller issues the official funds through Operating
Target (OPTAR) anendnents and funds authorization for RIMS-OM (in the case of
IDIT). This policy applies to all COWNAVSURFRESFOR activities with the
exception of Inshore Undersea Warfare (1 UW groups and Mbile Inshore Undersea
Varfare (MUW units. Although APF funding is issued by the REDCOMto | UW
activities as fenced funds, all event requirenents via EPS will be transnitted
between | UW groups and M UW units vice RESCENs and REDCOM. | UW groups will
act as echelon IV activities and MUW units as echelon V activities. The APF
may be exceeded to capture all requirements in EPS, however, obligation of
funds in OM or by other neans cannot exceed the amount authorized.

3104, Oficial Accounting. EPS is a planning and scheduling system EPSis
not an accounting system O ficial accounting of training funds is done
through RIM5-OM and other official records.

3105. Annual Pl anning and Scheduling Cycle. The COVNAVSURFRESFCR annual
pl anni ng and scheduling cycle starts in February and runs through 30 Septenber

for the upcoming FY. Table [11-1-2 below details mlestones.

DATE AUTHORI TY M LESTONE

February COWAVSURFRESFOR | Forwards program gui dance to devel op
training and peacetinme support plan for the
next FY.

Mar ch REDCOM RESCEN Devel op training and peacetime support
obj ecti ves.

July REDCOM Funding forecast for the next FY received
from COWMNAVSURFRESFOR.

August COWAVSURFRESFOR | APF is issued to each REDCOM by letter,
i ncluding discretionary and fenced
funds/ mandays for specific RU Cs.

Sept enber REDCOM APF is issued to each RESCEN by letter,
i ncluding discretionary and fenced funds for

Table I'I'1-1-2 EVENT PLANNI NG
SYSTEM (EPS) TI METABLE

3106. Using EPS. Users should follow the EPS User Manual and on-screen

gui dance provided for each data field to conplete each event record. The EPS
program readily allows for changes, updates or deletions to event records at
any stage of the entry process. After events are properly entered, the
information is stored in the EPS database for later retrieval or export to
other commands. EPS exists to be a planning tool for echelons IV/IV/IV.

Echel on 1V commanders will determ ne the schedule for devel opnent of each
fiscal year’s database.

3107. APE letters. An APF is issued to each echelon IV command by
COWNAVSURFRESFOR annual Iy during the fourth quarter for the upcom ng FY.
Echelon 1V commands will further distribute funding as appropriate to

subordi nate commands via an APF letter. (Exhibit 111-1-1 of this instruction
provi des the recommended format.) Additional guidance is as follows:
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a. APF letters will identify dollar anmounts for IDIT in two categories:
Fenced and discretionary. Fenced IDIT funds are for designated units (M UW
NRF, Cargo Handling Force), while discretionary funds are for use by the. PBFT
for all other units assigned to the RESCEN for support of training and
peacetine support planned for the upcoming FY. Fenced IDIT funds wll be
“tagged” to specific RUCs.

h. Redistribution of funds during the FY will be acconplished by using a

dated serialized anended APF letter. Serial nunbers appearing on APF letters
nmust be sequential.
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SECTION |11

SCHEDULI NG
CHAPTER 2
PBFT

3201. Sunmmary. The PBFT is the executive body designated to plan, schedule,
nmonitor, and approve all training conducted for Reservists under the direction
of the RESCEN CO. The PBFT is not the proper forumfor the discussion of any
itemother than training and issues which inpact training resources or

del i very.

3202. Menbership. The RESCEN CO is the chairman of the PBFT. The PBFT wll
be conposed of all Reserve unit COs, TGOs, the RESCEN instructor training
coordinator, the supervisor of the consolidated training department, and other
menbers designated by the chairman. On those rare occasions when a unit CO
cannot be present for the PBFT, the unit COw Il ensure responsible unit
representation (XO TO is at the neeting. Unit COs will not routinely

del egate attendance at PBFT to another unit nember. Some |arger RESCENs may
require nore than one PBFT.

3203. Meetings. The PBFT nmeetings will be held at |east nonthly, either
before, during, or after regularly scheduled drills. There is no ideal tine
for the PBFT to meet. However, to allowtinme for review of training schedul ed
before the PBFT, it is not recommended that PBFT be conducted on the Saturday
morning of the drill weekend. Each RESCEN CO nust determine the schedule for
the PBFT taking into consideration many factors such as: Proximty of COs to
the RESCEN, availability of all menbers, and facilities. Meetings should be
brief, no more than 1 hour, and the attendance linited to only those personnel
required to acconplish the PBFT agenda.

3204. PBFT Responsibilities. The PBFT will:

a. Plan, schedule, coordinate, and ensure execution of all training
conducted by assigned units.

h. Consolidate training to maximze effective use of available training
resour ces.

¢c. Review and approve the CTS and all UTSs for attached units.

d. Evaluate and nonitor consolidated and unit training to inprove the
effectiveness of the training and enhance nobilization readiness.

e. Review, act upon and/or forward Training Resource Requests (NAVSURFRES
1570/ 18) .

f. Assist with the devel opnent of directives for training planning:
(1) Annual drill schedules.
(2) EXPT, CAT, video teletraining, and off-site training.
(3) Consolidated training.
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g. Pronote and encourage proper use if library materials. Discuss what
is avail able and enphasize use by making specific recommendations.

h. Discuss and approve requests for off-site drills when requested during
PBFT.

3205. Advance Planning for the PBFT. It is inperative that proper advance
pl anning be acconplished before convening the PBFT. A witten agenda and a
draft CTS must be prepared before convening the PBFT. These docunents my be
used and annotated during the PBFT to indicate all training issues discussed
by the PBFT. Upon conpletion, this annotated agenda may be used as the
mnutes for the PBFT.

3206. PBET Mnutes. The minutes of the PBFT may be handwitten, as long as
they are legible. These mnutes (report symbol COVNAVSURFRESFOR 1570-17) are
to include attendees and will be retained for 2 years. As suggested by the
nane, the PBFT will address training issues only. Admnistrative matters not
related to training must be discussed during sone other forum for exanple,
officer’s call.

a. An annotated PBFT agenda satisfies the requirement for PBFT mnutes.
RESCENs are al so authorized to preprint a standardi zed agenda which serves as
a PBFT discussion agenda. |If this is used, then the preprinted agenda nust
provi de space to annotate specific topics discussed.

h. Wen evaluating the quality of planning for future training events,
the follow ng questions should be asked:

(1) Does the CTS reflect the UTCs, professional training, and directed
training?

(2) Do the UTSs reflect UTGs? |Is the schedul ed training meaningful
and does it relate to billet training, peacetine support, professional
training or QJT? Has the unit properly prioritized the training objectives
and scheduled training events accordingly?

(3) Do the schedules reflect proper use of car, Expt, 1DTTS, and off-
site drill resources (when available)?

3207. Recommendations for PBFT Discussion Topics. An effective PBFT will
di scuss the follow ng topics:

a. Unit training readiness: Ensure all units have accurate |RADs which
are supported by service record entries. Establish a spot check program to
compare RSTARS(TM and service records to reported |RADs.

h. Conmpleted training

(1) Review RSTARS(TM Unexcused Absence Report. Determine reasons for
nonacconpl i shment of training and reschedul e.

(2) Determne if last nonth’s training resulted in inproved training
readi ness. If not, reevaluate/nodify training plans/schedules, if necessary.
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(3) Review conpl eted AT/ ADT/IDTT and discuss any |essons |earned.
Determine if any gaining commands have training resources which could be
exported or used by other units to inprove their training readiness.

(4) Discuss training problems encountered during last drill weekend.
c. Future training

(1) The Chairman of the PBFT presents a proposed CTS. The CTS nust
take into consideration facilities usage by units which are not nenbers of the
PBFT.  Menbers discuss and correct conflicts/omssions. The RESCEN staff wll
carefully prepare the CTS in advance based on EPS inputs, directed training
requirements, EXPT, CAT, UTGs, and local training resources.

(2) Review fully prepared UTSs for potential training common to nore
than one unit that mght be consolidated. These schedul es shoul d reflect
training planned for the drill scheduled 2 nmonths fromthe PBFT, e.g., review
April’s UTS at February’'s PBFT.

(3) Ensure that essential billet related training receives the highest
priority.

(4) Review future CTS classes to determine quota availability for
addi tional students.

(5) Ensure all schedules are administratively correct. A brief
morning drill muster may be conducted in the first instructional period, but
shoul d not be scheduled on the UTS as a nuster.

(6) Ensure schedules consider evolutions inpacting training plans such
as advancenent exans, PRTs, RESCEN inspections, changes of conmand, and
hol i days.

(7) Review future AT/ADT/IDIT schedules to ensure units have conpleted
all preparations. As a mninum ensure:

(a) Training will result in inproved readiness.

(b) Training requirements have been discussed wth gaining
conmand.

(c) Discussing any known |ogistics problens; e.g., berthing,
messing, transportation arrangements, area clearances, H'V testing,
i muni zations, security clearances, or uniform deficiencies.

(8) Briefly review the CTS for the next month's drill to determine if
any final changes need to be made.

d. Instructor issues
(1) Discuss plans for attaining appropriate ratio of qualified
instructors to students based on total SELRES population. Solicit nom nations
for new instructors/SMES.

(2) Review changes to list of qualified instructors/SMEs produced by
RSTARS(TM “Instructor Update” option.
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e. Required reports

(1) Ensure all RSTARS (TM reports are used to identify and schedul e
required training.

(2) Ensure EPS reports are used to track timely submssion of
AT/ ADT/ | DTT requests.

(3) Review available EXPT and CAT opportunities.

(4) Discuss short-fused AT/ ADT/exercise opportunities as announced by
COMNAVSURFRESFOR (N3) or on the electronic bulletin board. These
opportunities are normally dissenmnated to REDCOV6 and RESCENs with the RESFMS
conputer system REDCOMs will, upon receipt, inmmediately dissenminate this
information to RESCENs. RESCENs will post these opportunities in a highly
visible location or publish themin the POD. The RESCEN COw || ensure that
exercise requirements reach all hands. Particular attention should be placed
on short-lead requirenents, even to the extent of notifying all personnel
qualified to fill the requirement for high priority needs.

f. New directives and training resources
(1) The chairman of the PBFT will list new information such as
instructions, notices, bulletins, newsletters, and messages which inpact

t rai ni ng. Maj or points will be summarized and action items pointed out to the
units .

(2) Discuss any new training materials or resources available, such as
instructor guides, QSPS, TTT, |TPs, CBT, CAT, EXPT, and availability of
trai ning devices.

(3) Discuss unit progress toward inproving readiness.

(4) Act upon TRRs.

(5) Monitor the punctual submission of required training reports
(e.g., I|RAD, AT/ADT/IDTT update).

(6) When all training subjects have been discussed, the chairman
shoul d adjourn the PBFT.

3208. lnappropriate Training, Planning, and Scheduling. As public servants
we have a responsibility to be good stewards of the public's trust. W nust
ensure that we allocate our resources to gain the nost value for each
expenditure. W must take care to avoid any appearance of waste, fraud or
abuse, or conflict of interest. The public perception is that Reservists are
paid to conduct training which will enhance the Reservist’'s nobilization

readi ness should they be recalled to active duty. W nust be sensitive to
this perception when scheduling events which have no direct training value

a. Recreational events will not be schedul ed or conducted during nornal
drill periods.

h. Community service projects which do not contribute to nobilization or
rate training will not be included in normal drill periods.
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c. Social activities will not be included in the normal drill period.

d. Fanmly day, enployer day, and youth organization visits (such as Sea
Cadets, Navy Junior Reserve Oficer Training Corps, Scouts) are authorized
during normal drill periods when the purpose of these visits is to observe
training in progress and/or provide famly preparedness training.

e. Physical conditioning may be included as part of nornal training
periods, so long as it is scheduled on a not-to-interfere basis with training
that will directly inprove training readiness. Semannual PRT, however, nust
be scheduled during normal training periods. Per COVNAVRESFORI NST 6110. 2A,
renedi al physical exercise prograns prescribed for SELRES once per nonth as an

extended drill are potentially dangerous and generally do not increase fitness
or decrease an individual's body fat. Such programs are not authorized
f.  Church call is an authorized activity during the normal drill period

g. The only training presently authorized in nonfederal nedica
facilities for SELRES is that of an instructional/observational nature
SELRES are not authorized to performor analyze diagnostic tests or
procedures, prepare patient neals, fill or dispense nedications, or perform
other clinical patient care activities that might involve liability. Any
agreenent with civilian nmedical treatnment facilities which involves SELRES
training nust clearly incorporate these limtations. Exceptions to the above
policy will be considered on a case-by-case basis and nust be submitted to the
REDCOM for review by the staff judge advocate via the chain of command within
60 days before the date of the requested training event.
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SECTION 111

SCHEDULI NG

CHAPTER 3

RSTARS (TM AUTOVWATED CTS

3301. Summary. The RSTARS(TM CTS will be prepared for each drill period
covering those training evolutions and curricula identified by the RESCEN CO
as appropriate for consolidated training (see exhibit Il11-3-1 of this
section). The CTS will be published at |least 3 nonths in advance, e.g., in

January publish the CTS for April.

3302. CTS Devel opnent. The foll owing gui delines are suggested as a neans for
devel oping the CTS:

a. An RSTARS(TM CTS will be devel oped by the RESCEN before the PBFT
using UTGs, center training objectives, RSTARS(TM reports/plans, EPS reports,
professional training, directed training, rating proficiency training, and
TRRs, as necessary. Jointly, the unit COs, RESCEN CO and/or TO shoul d
devel op the CTS.

h. The Units Overall Training Effectiveness (OTE)/requirenments report may
be used in developing the CTS to identify all outstanding training require-
nments and relative points to be earned within the entire Reserve activity for
a drill weekend. After identifying those requirenents which can be accom
plished with local resources, the activity should review these requirenents
when devel oping the CTS.

c. RESCENs are strongly encouraged to use the same time slots during the
drill weekends to conduct PBFT, directed training, nilitary |eadership exans,
and instructor training. This will allow for consistency in the planning and
scheduling process for the center and the units.

d. Ensure the best avail abl e/npost cost effective nediumis used to
acconplish each training requirenent.

f. Ensure EPS is updated as needed.

3303. CTS Distribution

a. Publish/distribute the CTS with the consolidated POD. Ensure all key
unit personnel receive copies and the appropriate nunber of copies are posted
in unit spaces or in a general location for all hands to review

h. The Consolidated UTS may be used as a means of instructor notifica-
tion. The RSTARS(TM Consolidated UTS identifies all schedul ed training
(consolidated and unit) and assigned instructors for a specific drill date.
The instructor coordinator will provide a copy to all applicable instructors/
instructors/SMEs at least 2 |IDT weekends prior to the schedul ed training.

3304. CIS Retention. Miintain the original annotated hard copy RSTARS(TM
CTS on file at the RESCEN for a period of 2 years.
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BT T T T L L T LT L i prgrar g o g g e g e opoggr g R B R O e S X R L
DATE: 98/08/07 ) ’ . PAGE: 1
: CONSOLIDATED TRAINING SCHEDULE REPORT
- FOR -
CONSOLIDATED COURSES ONLY .
DRILL CATE: 98/09/12 ) NRA: 0937 ACTIVITY: NAVMARCORESREDCEN NEW ORLE
. TSN/ B L.oczmon/'
TIME CLASS # DESCRIPTION : REFERENCE MIN CLASS SIZE INSTRUCTOR
0630-1530 CNJ-495-0412 GENERAL SHIPBOARD FIREFIGHTING CIN J-495-0412/EQUIVALENT 540 DELGADO COMM COLL HM2 RIVERA
047-00 , - 80
0730-1630 L00-000-0321 NAVY RIGHTS AND RESPONSIBILITI CO DIRECTED " 540 T ' ses TEA wwe
030-00 60 .
0730-1130 LO0O-000-ACTE ACTEX ’ 240  RESCEN LCDR BAKER
031-00 60
0730-0830 LOO-ALL-0005 CO'S CHANGE OF COMMAND 60 DRILL HALL CAPT FISHER
045-00 200 °
0730-0930 LOO-PRT-0003 PRT H/W SCREENING €O DIRECTED 120 DRILL HALL  mwep
046-00 200

EIII-3-1
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SECTION 11
SCHEDULI NG
CHAPTER 4

RSTARS (TM AUTOVATED UTS PROCEDURES

3401. RSTARS(TM UTS. Al Reserve Units are strongly encouraged to use the
RSTARS(TM schedul es option in preparing UTSS. Conbined with the CTS, the UTS
is used to develop the consolidated POD. The UTS will be published a mni num

of 2 nmonths in advance, e.g., in February publish the UTS for April. Al unit
nenbers will be accounted for on the UTS and those present will be schedul ed
for training. Exhibit IlIl1-4-1 of this section provides an exanple. For units

that routinely drill off-site, see paragraph 3406 bel ow.

3402. RSTARS (TM UTS Devel opnent. The UTS shoul d be devel oped from UTGs,
RSTARS (TM Training Requirenents Report and the CTS. The planner shoul d
begin early in the ry addressing unit training requirenents so that schedul e
changes during the course of the year can be accommopdat ed.

3403. UTS Submission. UTSS will be forwarded to the parent RESCEN for
approval, concurrence and inclusion in the consolidated PCD (if applicable) at
least 2 months before the scheduled training. The RESCEN TOwill review all
UTSs for proper conpletion and accuracy before subnmitting to the PBFT for
review. Specific changes/reconmrendati ons should be nade on the UTSs to
address any deficient areas noted. A thorough review by the center TO will
allow the PBFT to progress smoothly and swiftly. Requests for off-site drills
will be requested during PBFT and will be made a part of the PBFT mnutes.

3404. UTS Retention. Oiginal annotated UTSs will be kept on file at the
RESCEN for a period of 2 years.

3405. Preparing UTS for Local Training. The UTS is the single nost inportant
document when it comes to the execution of local training. Therefore, its
devel opnent and preparation is of utnost inportance in the overall training
process. The RSTARS(TM End Users Manual provides detail ed gui dance for
creating training schedules. The key steps are:

a. UIS Creation. UTSs can be created for 2 successive days with 10

periods in each day. Schedules nay be devel oped for any future drill date up
to 4 nonths out. The initial start time for each drill session determnines the
start tinme for each subsequent hour during the drill (i.e., start tine 0730
equal s classes are schedul ed at 0830, 0930, and so on). Currently,

instructional periods nust be scheduled in 1 hour increments; however, a
future change is planned to allow 30 minute increnents.

h. Selecting Courses. Only training for which a Training Sequence Number
(TSN) exists in the database may be scheduled on the UTS. If the Iocal
training to be scheduled is not presently in the TSN dat abase, see the |ocal
TSN coordinator for creation of a local TSN. See the RSTARS(TM End User’s
Manual for local TSN maintenance requirenents. \When preparing the UTS, first
identify any and all training schedul ed by the RESCEN via the CTS that is
applicable to the unit. Ensure this training is scheduled on the UTS first.
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c. Selecting type training. Wen selecting courses for training, the
system requires identification of the type training that is being schedul ed.
The RSTARS (TM User’'s Manual lists the many options available for type of
t rai ni ng. Exanples are billet training, GWI, etc

d. Printing the UTS. When preparing the UTS, the screen identifies the
total number of personnel assigned to the unit, the nunber of personnel that
have been schedul ed for training and the nunber of personnel open (no training

schedul ed). Before conpleting the UTS, ensure the open block reads “0",
indicating all personnel have been scheduled for training. The system allows
the option of producing a “full schedule” or an “individual schedule.” The

RESCEN CO will decide which option is best suited for the local activity.

(1) The UTS (exhibit Il11-4-1 of this section) provides a class code in
the time block which identifies all training scheduled for the entire unit.
The UTS is printed with a class listing (exhibit 111-4-2 of this section)
which is discussed bel ow.

(2) WWen using the individual UTS (exhibit 111-4-3 of this section),
all training evolutions are detailed in full for the entire drill day for each

i ndi vidual person. Unit personnel should be provided their respective copy
the first muster of the drill weekend

e. Cass identification nunber and class listing. \Wen producing the
full schedule UTS, all training evolutions scheduled are identified by a class
nunber code in the appropriate time block. A class listing is printed in
conjunction with every full schedule UTS and identifies the training schedul ed
based on the class nunber code.

3406. Preparing UTS for IDTT and Off-site Drills. Sone Reserve activities
are located in areas concentrated with active duty Navy resources. These
resources provide a unique opportunity for SELRES personnel to receive high
quality training at mininmal costs. The RESCEN CO may waive the requirement to
prepare UTSs for those units that routinely drill off-site or are conducting
IDIT if the RESCEN CO deternmines that the unit's readiness is satisfactory
If UTSs are required, the RSTARS(TM End Users Manual explains howto wite
UTSs for off-site drills and IDTT using local TSNs. If units have personnel
participating in off-site drills or IDIT, and personnel also drilling at the
| ocal RESCEN, a UTS nust be created to properly schedule training for
personnel at the RESCEN.

3407. UTS Distribution. RSTARS(TM UTS nay be printed on an individual basis
or for the entire unit. Distribution may be acconplished by printing each
respective individual training schedule or providing each individual a
reproduced copy of the UTS. Once the UTS has been approved by the PBFT, the
follow ng key training personnel should be provided copies to prepare and
assist the execution of the scheduled training evolution:

a. Training librarian (local only).
h. RESCEN TO (drilling locally, off-site, or [|DIT)

c. Fleet Hospital (FLTHOSP) CO via REDCOM Medical Training Oficer
(FLTHCSP Det achnents only).
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3408. Authorization to Drill Of-Site. For all units that drill off-site,

aut horization to conduct training off-site will be docunented in the PBFT

m nutes and signed as approved by the RESCEN CO.

3409. Preparing Mister Report. The 3500 Miuster Sheet generates a standard
NAVRES 3500/2 Report of Training. The 3500 Muster Sheet shall be used for all
training schedul ed and conducted via the RSTARS(TM CTS/UTS function. Wthout
preparing the 3500 Muster Sheet to identify personnel attending training,
subsequent unit w de posting of acconplishments will not be possible. The
3500 Muster Sheet identifies the date, tinme, |location, TSN, reference
informati on and assigned instructor. There is a space provided for signature
by personnel attending the scheduled training (see exhibit Il11-4-4 of this
section) . Once training acconplishnents have been posted in RSTARS(TM based
on attendance docunmented on the RSTARS(TM 3500 Muster Sheet, there is no
requirenent to naintain nuster reports unless required in witing by higher
authority. Attach any nuster reports that nmust be retained to the annotated
UTS at the end of the drill weekend and file with the UTS.
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Exzhibit EITI-4-1 31 AUG 1888
- '************.**********************'k*****************************************
DATE: 98/08/07 UNIT TRAINING SCHEDULE REPORT PAGE: 1
FOR
ABFC FTU A209 - 85895

DRILL DATE: 98/08/08 DRILL WEEKEND: 1234 DEPT: ALL

SATURDAY OFF/ENL/BOTH : BOTH DIV : ALL

FTS/SEL/BOTH : BOTH W/C : ALL

RATE/ FTS/ TRAINING PERIODS

NAME RANK DEPT DIV W/C SEL 0730 0830 0930 1030 1130 1230 1330 1430 1530 1630
ANDREWS JOHN R CcM2 S 033B CONT CONT CONT LUNCH 043B 044B 04SP 046P -———-
ATWOOD CHARLES H JR EOZ S 033B CONT CONT CONT LUNCH 0438 0448 045P 046P —————
BELL GREGORY VAUGHN SK3 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -
BERRIGAN ISABEL MESSINA SK2 S 0338 CONT CONT CONT LUNCH 0438 0448 045P 046P =s==
BROWN DONALD EQO3 S 033B CONT CONT CONT LUNCH 043B 044B 04SP 046P -————
BROWN THOMAS III SK2 s 0318 CONT CONT CONT LUNCH 043R 044R D4kpP 04EP ———
CAPELLA JACK MARTIN CDR s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -———
CIMINO DONALD ANTHONY SK3 s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -————
CLEMONS LENORA DOREEN SKC s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -
DEATLEY KAREN ANN LCDR s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -———
DORAN CHRISTOPHER MICHAEL EO3 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -————
FLETCHER PATRICE B SK3 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
GAMBINO CARLO JUDE EQ3 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -————
GOMEZ JUDE BERNARD JR EO2 s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ———
HALUSKA KAREN SUE HOUCK Sl;(l s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
HARRISON BYRON C SKSN - J— - ———— - ———- —— ———- ———- - —---
HICKS KEVIN SK2 S 033B  CONT CONT CONT LUNCH 043B 044B 045P 046P -
HILL MARION RICHARD JR EO1 S 0338 CONT CONT CONT LUNCH 043B 044B  045P 046P  ----
HOWELL PAMELA GAIL SKCS s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P R
ISIDORE DELBERT JOSEPH SN S 033B CONT CONT CONT LUNCH 0438 044B 045P 046P ————
JACKSON DONNA PIERCE YN3 s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -—--
JAMESON BRENDA S SKx2 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
JOHNSON IRVIN M3 s 033B CONT CONT CONT LUNCH 043B 044B C45P 046P —---
JONES TOMMIE LEE JR SH3 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
KETCHENS DEDRA TERESA YN3 s 033R CONT CONT CONT LUNCH 043B 044mn 048pP 04€P -————
LACKEY STEVEN DAVID SK2 S 033B CONT CONT INT LUNCH 043B 044B 045P 046P —-—-—
LEE ARTHUR JR SK2 S 033B (;ONT CONT CONT LUNCH 043B 044B 04SP D46P _————
LUIS LUIS MANUEL EA2 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
MADDEN ROBERT BARNETT JR SK3 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
MORGAN WESLEY ALBERT JR EA2 s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P .-
PAZ JORGE GILBERTO SK3 S 033B CONT CONT CONT LUNCH 043B 044B 045Pp 046P ————
PICHOFF DARYL JEROME LCDR. S 033B C‘ONT CONT CONT LUNCH 043B 044B 045P 046P ————
QUICK GARY LAWRENCE SN S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -————
RAEUCHLE KURT RICHARD M2 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -
RAMSEY DAVID GEROME SK2 s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -————
REEVES DAVIS CAROLYN SK2 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ———-
ROBERTSON TIA MARIA SK3 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
ROBISKIE CALVIN J EO3 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
RODGERS LILLIE ROSE SN S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -———-
ROSE LESLIE MARIA HM2 S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
RUPPERT JOHN CARL OMCN S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P -———-
SMITH DEOVANA DORRICE SN S 033B CONT CONT CONT LUNCH 043B 044B 045P 046P o=
SPATH WALLACE JOSEPH JR PC2 s 033B CONT CONT CONT LUNCH 043B 044B 045P 046P ————
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DATE: 98/08/07 CLASS LISTING PAGE: 1
FOR

DRILL DATE: SATURDAY 98/08/08

INSTRUCTOR/
TIME CLASS # TSN DESCRIPTION REFERENCE LOCATION
0730-1130 033-00 L00-000-ACTE ACTEX LCDR BAKER
DRILL HALL
1230-1330 043-13 FAM-000-0250 MAIL HANDLING FAMILIARAZATION COMNAVELSFINST 1500.1 w**TBAY**
TBA
1330-1430 044-13 KNO-000-1923 ALSS/FLS SAFETY KNOWLEDGE COMNAVELSFINST 1500.1 wweTBAY**
1430-1530 045-13 FAM-000-0289 LEGAL FAMILIARIZATION AND PER GAINING COMMAND ww*TBAYwW
MOBILIZATION READINESS TBA
1530-1630 046-13 FAM-000-0244 SALTS FAMILIARIZATION COMNAVELSFINST 1500.1 wasTBA***
TBA
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Exhibit .EIII-4-3 31 AUG 1498
Iy AP UL A AP A T G PSP R g S g 23 S 2222223122222 T 2
3
DATE: 98/08/07 - INDIVIDUAL TRAINING SCHEDULE REPORT PAGE: 1
NAME: HALUSXA KAREN SUE HOUCK DRILL DATE: SATURDAY 58/08/08 DEPT: -
RATE: SK1 - ' . TRUOIC : B5895 DIV :
W : ' ‘ UNIT NAME : ABFC FTU A209 w/C :
TIME CLASS § TRAINING TYPE INSTRUCTOR
" Tsm DESCRIPTION REFERENCE _ LOCATION
0730-1130  033B-00 BILLET TRAINING ' LCDR BAKER
L00-000-ACTE ACTEX DRILL HALL
1130-1230  LOUNCH . :
1230-1330  043B-13 BILLET TRAINING TBA
FAM-000-0250 MAIL HANDLING FAMILIARAZATION COMNAVELSFINST 1500.1 TBA
1330-1430  044B-13 BILLET TRAINING TBA
KNO-000-1923 ALSS/FLS SAFETY KNOWLEDGE COMNAVELSFINST 1500.1 TBA
1430-1530 045P-13 PROFESSIONAL TRAINING TBA
. FAM-000-0289 LEGAL FAMILIARIZATION AND PER GAINING COMMAND . TBA

»

MOBILIZATION READINESS

1530-1630 046P-13 . PROFESSIONAL TRAINING
FAM-000-0244 SALTS FAMILIARIZATION COMNAVELSFINST 1500.1

g

1630-1730 #+#* NOT SCHEDULED wwww
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REPORT DATE: 98/08/07 = NAVRESFORM 3500/2 ADP PAGE: 1
: FOR :
ABFC FTU A209 - 85895

DRILL DATE: 98/08/08 LOCATION: DRILL HALL RECALL #: 580808-033-00
TIME TSN DESCRIPTION REFERENCE INSTRUCTOR . TYPE_MINUTES
0730-1130 L00O-000-ACTE ACTEX LCDR BAKER SME 240
RANK/ SEL/ TRNG
NAME RATE SSN FTS..UONIT DEPT DIV w/c TYPE SIGNATURE
ANDREWS JORN R ae  ss17 s essss 1 =
ATWOOD CHARLES H oR o2 4067 s .ssess I
BELL GREGORY VAUGHN ska o4 s sssss e
BERRIGAN ISABEL MESSDM  Sk2 2935 §  @sess s
srowvDONAID B3 o215 s ssess 1 s
BROWN THOMAS I | sk2 266 s sssss er
CAPELLA UACK MARTIN cor o8 s ssess s
CIMINO DONALD ANTHONY  sk3 2316 s ssess 1 sr
CLEMONS LENORA DOREEN  SKC 9533 S  sssss s
DEATLEY KAREN ANY LR sss2 s ssess s
DORAN CHRISTOPHER MICHAZL 03 6589 §  ssess 1 w
FLETCHER PATRICE B sxa e176 s ssess ) I
GMBINO CARLO QDR B3 eses s esess 1 s
GoMEZ OUDE BERNARD 0R | oz 3314 s  esess s
HALUSKA KAREN SUE HOWCK | sK1 7376 §  essss s
micks vy sk2 sso0 s ssess 1 sr
HILL MARION RICEARD 7R Eoi 0840 s  sssss =
HOWELL PAMELA GAIL 1 skes 7619 s ssess ) "
ISIDORE DELBERT JOSEPR SN 1033 5 sssss 1 =
JACKSON DOWNA PIERCE  vWa 2855 §  sssss s

- e - e s e e e e T e e M e e e e e R R e e - = T P T - e = e = = T e . = e e = e e T e W e e = T e e G W W e A e
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SECTION 111

SCHEDULI NG
CHAPTER 5
NONAUTOVATED UTS PROCEDURES

3501. Summary. All Reserve units should be strongly encouraged to use
RSTARS(TM) i n devel oping the UTS. RSTARS(TM cannot be used to its full
potential unless all Reserve units and the RESCEN use the automated features.
However, RSTARS(TM does require a significant investment in key punch tine to
enter data for very large Reserve units. Some of this time is quickly

regai ned in the man-hour savings associated with the autonated nuster and
docunentation features that can be used if automated UTSs have been devel oped.
If the echelon IV commander feels that the tine required to devel op RSTARS(TM
automated UTSs is too great for a particular unit, the echelon IV commander
may allow the unit to submit nonautomated UTSs. If this option is used, the
procedures in this chapter nust be followed.

3502. UTS Devel opnent. Subni ssion, Retention, and Distribution. See
paragraphs 3402, 3403, 3404 and 3407 of this section.

3503. UTS Preparation for Local Training. The UTS is the nost inportant
document when it comes to the execution of local training. The UTS nust be as
detailed as possible. The RSTARS(TM Training Requirenments Report identifies
training deficiencies and nmust be used in creating a UTS (exhibit II11-5-1).
The nonaut omat ed UTS may be devel oped using any fornat, but nust provide all
of the same information as is provided on the automated UTS and adhere to the
same requirenents.

3504. Preparing Mister Reports. Using a nonautonated UTS requires nanual
devel opnent of classroom nuster sheets and a greater tine to enter training
acconpl i shment upon conpletion of the training. Geater care nust be taken to
ensure that accurate nuster sheets are devel oped before the training listing
all Reservists required to attend, and that required personnel who did not
receive the training are not credited with acconplishnent.

[11-5-1
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SECTION |11
SCHEDULI NG
CHAPTER 6
PLAN OF THE DAY (PQD)

3601. Consolidated PQOD

a. The POD is the conbination of the CTS prepared by the RESCEN and the
UTS submitted by the unit CO for a given drill weekend. Report synbol
COWAVSURFRESFOR 1570-19 is assigned to the POD. The consolidated POD will
contain, as a minimum the followi ng itens:

(1) Conmmon interest information such as uniform of the day, watch
bills, and itens of interest for all hands.

(2) CTS.
(3) UTSs (specific to each unit assigned).

h. A consolidated POD should integrate all scheduling information that a
Reservist needs to know for a drill weekend into one docunent. At nost
RESCENs, the consolidated POD will satisfy any need for a Reserve unit POD.
As a general rule, Reserve units should be discouraged frompreparing a unit
PCD, however, there are some circunstances when one might be warranted.

3602. Units Drilling Of-Site. Units that drill off-site or on IDIT wll
prepare their own unit POD which provides detailed scheduling information to
each Reservist telling themwhere they nust be throughout the drill period and
what is expected of them in addition to any items of comon interest to all
menbers of the unit.

3603. Distribution. The RESCEN will ensure that every Reserve unit is

provi ded copies of the consolidated POD and that the POD is posted

conspi cuously in comon areas of the RESCEN. The unit COwll ensure that the
POD is posted in Reserve unit spaces and that key unit personnel are provided
copi es. It is not necessary to provide a copy of the POD to every Reservist.

[11-6-1
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SECTION |V
EXECUTI ON
CHAPTER 1

TW NI NG ACCOVPLI SHVENT

4101. Summary. As previously stated, there are many resources available
that may be used to acconplish billet related, professional, directed, and
accession training (see section Il, chapter 4 of this instruction) . CGCs are

responsible to ensure these nethods are used judiciously and in the npbst cost
effective manner to maxinize nobilization readiness. This section discusses

AT and IDTT in detail, and provides guidance on docunenting training and the
instructor program

[V-1-1
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SECTION |V
EXECUTI ON
CHAPTER 2
ANNUAL TRAI NI NG (AT) /ACTIVE DUTY TRAI N NG (ADT)

4201. Introduction/Background. AT, ADT and |IDTT provide the nost neaningfu
training opportunities available to Reservists. Through these training
evolutions, Reservists often work hand-in-hand with their active duty
counterparts providing invaluable nmobilization training while also providing
| ow cost peacetinme support. These training events pronpte the One-Navy
concept and enhance the ability of Naval Reservists, if called upon, to
integrate thenselves rapidly with the active forces. The RIMS (OM
decentralizes the Oderwiting function previously carried out at
COWAVSURFRESFOR, REDCOVs, and RESCENSs. It provides individual RESCENs and
facilities the capability to wite all orders which support their training
requirements .  OMS use is mandatory.

NOTE: Per BUPERSI NST 1001.39C, the term “Selected Reservist” (SELRES) refers
to Reserve nenbers assigned in drill pay status. Reserve nmenbers assigned to
a VTU in a nonpay status are in the IRR  SELRES and | RR nenbers together
conprise the Ready Reserve. Since only SELRES have a mandatory requirenent to
perform FY AT, the term “SELRES’ is used instead of “Reservist” or “Ready
Reservist” throughout this instruction when discussing AT/ADT. The term
“SELRES" is also exclusively used in the chapter on IDIT, since the vast
majority of IDIT perfornmed is via cost (directive) orders and only SELRES
(Reservists in a drill pay status) are authorized to performcost |IDIT. The
term “Ready Reservist” is used in the section discussing AT requirements for
VTU nenbers

4202. Echelon VI (Reserve Unit) Responsibilities

a. SELRES unit CCs are responsible for the planning and coordination of
AT which supports unit training objectives, peacetinme support and proficiency
training.

h.  Upon recognition of circunstances which nmight adversely affect the
acconpl i shment of proposed AT, alternatives should be considered early in the
pl anni ng process.

(1) The following outlines the echelon VI COS responsibilities for
monitoring AT

(a) Schedule and nonitor performance of AT for eligible unit
personnel. AT monitoring will include the follow ng:

1. Develop and prioritize a unit FY AT plan, including
peacetine support objectives, for submission to echelon V activities in Mrch
of the previous FY.

2. ldentify nmenbers requiring AT waivers as early as possible
in the FY, and enter all waivers in RSTARS(MP) immediately.

|V-2-1
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3. Be aware of AT/ ADT status of all unit menbers and ensure
current information is reflected in RSTARS(MP).

4, Ensure an AT worksheet is properly conpleted by all ‘unit
personnel before the beginning of each FY. Update as necessary.

5. Ensure all AT requests are subnmitted wthin recormended
lead tinmes and by 30 June of each FY. Meeting lead tinmes is cost effective
and facilitates RPN fiscal requirements. However, this nmay be inpractical
when neeting active customer command emergent requirements. The possibility
of not meeting recomended lead tinmes is not a valid reason for turning down a
request for unanticipated emergent support from a gaining command. A nore
detail ed discussion of lead times is discussed in paragraph 4209 in this
section. ADT requests are not subject to the 30 June subnission deadline
requi renent.

6. \Wen planning AT/ ADT, be aware that 12 days of AT or any
conbi nation of AT/ADT/active duty for special work totaling 12 or nore days
will satisfy a SELRES AT requirenent. Partial AT and AT. waivers also satisfy
requirenents for satisfactory Reserve participation.

7. Ensure periods of AT begin on Mnday or the first working
day of the week should Monday be a holiday. Approve exceptions to this rule
only when in the best interest of the parent command/training site.

(b) Nominate individuals for special schools which are required by
their |TPs.

(c) Liaise with mobilization sites. Echelon VI COs/X0s and TCs
will liaise directly with their parent commands when arrangi ng and schedul i ng
AT/ ADT/ | DTT. Upon attainment of appropriate funding (aor/iorT only) echel on
VI units should imediately subnit AT/ ADT/IDIT requests for Training Oders
(NAVRES 1571/15) to their supporting echelon V activity for processing. After
initial scheduling of AT/ ADT/IDIT, echelon VI units will provide the parent
command/training site with their specific training requirenents, or in the
case of peacetinme support, the specific project/support to be rendered by the
unit. The following items nust also be provided by echelon VI comands to the
training sites:

1. Nanmes/rates of SELRES personnel attending and their
security clearance data, if required.

2. Reporting dates.

3. For afloat units only: Certified copies of enlisted
service record page 4's (NAVPERS 1020/604) for all enlisted SELRES attending.

(d) Echelon VI COs will ensure gaining conmands/training sites
provide the following information either directly to themor to themvia their
supporting echelon V:

1. Rental car requirenents.

2. Uniform requirenents.

Security clearance requirenents.

[
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(e) Unit COs will ensure their echelon V supporting activities
coordinate the following with parent commands/training sites:

1. Messing and berthing availability.

2. Initiation of travel/country clearance requests when

required.

(2) CAO personnel. Close coordination between the training unit CO
and the nobilization unit CO is of paramount inportance. The conplexity of
cross-assi gnees applying for and receiving orders to performAT with their
mobi | i zation units is recognized. Maximum possible lead tinme and cl ose
l'iaison anong all concerned is necessary to ensure orders are processed as
required. In the justification section of the worksheet annotate “cross-
assignee AT with (name of mobilization unit)."”

(3) Duration of AT. AT will be 12 days maxi num per FY with the
exception of program nine personnel supporting U 'S. Marine operations, and
NECAP students which may perform a maxi mum of 17 days.

4203. Echelon V Command (RESCEN) Responsibilities

a. AT/ ADT review authority wll ensure:
(1) Proper AT/ADT is requested by units.

(2) Peacetine Support Tracking System codes are entered in RIMS/OM for
all AT/ ADT applications/evolutions per this instruction.

b. Provi de AT/ ADT services as follows:

(1) Maintain detailed AT/ADT status on all cognizant units and SELRES.
This system nmust be conplete and capabl e of tracking individuals fromreceipt
of application until conpleting AT/ADT, including the turning in of endorsed
orders and travel clainms to docunent satisfactory conpletion and subnitting
conpl eted AT/ ADT Check Qut/In Sheets (NAVSURFRES 1571/1)

(2) Notify units/individuals of approval/receipt of orders. SELRES
shoul d receive their orders and tickets about 30 days before the AT/ ADT start
date. Al orders (AT/ADT/IDIT) and tickets should be personally delivered to
SELRES upon receipt, whenever possible. This personal delivery will be
acconplished on the drill weekend of the nonth before the nonth the SELRES
must report for AT/ADT. However, if personal delivery is not possible because
the SELRES will not be drilling in the RESCEN the nonth before the event, the
orders will be pronptly mailed to the SELRES via First Class mail to achieve
the goal of delivery at |east 30 days before AT/ ADT. Pronptly notify units of
the return of applications from COMWNAVSURFRESFOR requiring nore informtion.

(3) Notify echelon IV of potential AT/ ADT problens (i.e., due to
processing del ays/problens, SELRES may not be able to receive their orders and
tickets 30 or nore days before the AT/ ADT report date)

(4) Coordinate with parent commands/training sites concerning
availability of nessing/berthing and travel clearances.

| V-2-3
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(s) Prepare menorandum orders for individuals who have approved orders
in a travel stage that cannot be printed before the nmenber’'s report date,
after obtaining approval from COWNAVRESFOR (N33).

(6) Ensure SELRES pronptly return all cancel ed/unexecuted orders and
unused airline tickets. Unused airline tickets will then be forwarded from
the echelon V activity to Navy Passenger Transportation Ofice (NAVPTO New
O | eans. Expeditious return of unused airline tickets will ensure the Naval
Reserve quickly recoup these funds for additional required AT/ ADT nobilization
training and peacetinme support.

c. Ensure the pre-AT/ADT Check-1n/Qut Sheet (NAVSURFRES 1571/1) is used
for the conpletion of all required actions. Ensure current physical, HV, and
any physical readiness standard requirenents are net before SELRES depart on
AT and nedical screening notations are properly made. A nore detailed
di scussion of this requirement is in paragraph 4215d of this section.

d. Provide other adm nistrative/logistics support as required by unit CGCs
(i.e., deliver orders/tickets, provide assistance for filling out supplenental
travel clains, nake proper RSTARS(MP)/(TM and service record entries)

e. |If a nenber’'s AT/ADT is terminated before the schedul ed AT/ ADT
detachnent date for any reason and docunentation such as Perfornmance | nput
Menorandum (PIM or eval uation does not address the reason, then deternmine the
reason and nmake a page 13 (NAVPERS 1070/613) entry into the nenber’s service
record.

f. Coordinate directly with COWAVSURFRESFOR (N3) and echelon |V commands
for emergent requirements such as NRF augnents, exercise requirenents, and
unantici pated probl ens such as sudden changes in SELRES travel itinerary.

g. Ensure all supported SELRES have submitted Requests for Training
Orders (NavRES 1571/ 15) AT applications or have an approved AT waiver by 30
June each FY.

h. Approve/ di sapprove all nodification requests, including after-the-fact
orders (less than 60 days after conpleting AT/ADT) . Reconmmend
approval / di sapproval of after-the-fact nodification requests 60 or nore days
after conpleting AT/ ADT and requests for rental cars, increase/decrease in
AT/ ADT days, travel code changes, and report date changes if a governnent
travel request is requested, and forward to COVNAVSURFRESFOR (N3) for final
adj udi cati on.

4204. Echelon 1V Command ( NAVRESREDCOM M UW Cargo Handling Battalion)
Responsibilities

a. As commands hol ding ADT funds (mandays), screen and approve/di sapprove
ADT requested within their cognizant regions. Provide Tracking Control
Nunbers (TCN) to orderwiting activities for inclusion into the justification
block of RIMS-OM  Echelon IV commands will receive their allocations of ADT
mandays from COVWNAVSURFRESFOR

b. Screen CME AT/ ADT requests and fees, and recommend approval/
di sapproval to COWMNAVSURFRESFOR (N3) who will adjudicate all CME requests.

| V-2-4
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¢. Ensure subordinate commands have an AT/ ADT tracking systemin place
for tracking AT/ADT orders fromsubnmtting the application to conpleting
AT/ADT to include return of AT/ADT Check In/Qut (NAVSURFRES 1571/1) sheets.
Al'l assigned SELRES required to perform AT/ ADT during the FY will be included
in the tracking system

d. Ensure subordinate commmands use RSTARS(MP) reports as a nethod to
verify data such as rate/rank, bachelor allowance for quarters status (for
entitlement purposes), hone address, and pay entry base date before subnitting
AT/ ADT requests and upon receipt of AT/ ADT orders.

e. Approve/di sapprove nodification requests subnmitted nore than 60 days
after conpleting the AT/ADT event to be nodified. Al nodification requests
will contain sufficient justification.

4205. COWNAVSURFRESFOR Responsibilities

a. Gener al

(1) Coordinate with COWAVRESFOR (N33) regarding AT/ ADT orderwiting
and teleticketing.

(2) Approval authority for all surface school requests once quotas are
obtai ned from COWAVRESFOR.  COWNAVSURFRESFOR (N7) Point of Contact (PQOC)
phone number for school AT/ ADT to request information is DSN 678-0642,
commerci al 504-678-0642.

(3) The AT/ ADT coordinator for all surface Reserve units.

(4) Schedul es AT/ ADT for the follow ng surface units: Merchant
Marine, Law, and Religion. Schedul es individual AT/ADT for all 4105
(Chapl ain) and 2505 (JAG officers, and enlisted |egal nen/religious program
speci al i sts.

(5) Reviews shore and afloat unit AT/ADT for all Naval Reserve surface
unit types.

(6) COWNAVSURFRESFOR (N3) will nonitor scheduling of Naval Surface
Reserve AT/ ADT/IDTT for afloat units. Afloat AT/ADT/IDITT will be coordinated
by COVWNAVSURFRESFOR (N3) with Fleet Commanders in Chief (CINC), Naval Surface
Force Commanders, Submarine Force Commanders and all other afloat coordi-
nat ors/ of fi ces. COWNAVSURFRESFOR (N3) will oversee unit/NRA arrangement of
AT/ ADT/ I DTT billets aboard fleet ships/fleet training comands.
COWAVSURFRESFOR (N3) will also coordinate exercise support.

(7) Monitor/forward to echelon IV and V commands NRF ship requests for
SELRES support.

(8) Advertise AT/ADT opportunities via Naval nessage and
COWAVSURFRESFOR | nternet honepage and electronic mail.

(9) Approve/disapprove all nodification requests for rental cars,
i ncrease/ decrease in AT/ ADT days, travel code changes, and changes in report
dates when a Governnment Transportati on Request (GIR) is requested (travel
modes 1 or 5).
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NOTE :  Subnit AT/ ADT nodification requests to COMNAVSURFRESFOR Vi a RLIMS- QM
only. Subnmit IDTT nodification requests per COVNAVRESFORI NST 1571. 7H.

b. Exercise Division. CINCs and other nmjor gaining commands will
generate a 5 year Naval Reserve Augnentation support requirenents plan for
fleet exercises. These requirenents, for the next 5 FYs, will be updated
annual ly and submitted to COWAVRESFOR (N3) by 1 June. The follow ng
i nf qrmation will be included for all Naval Reserve Augnentation support
requi rements :

(1) Exercise nane.
(2) Reporting command.
(3) Reporting command Unit Identification Code (U Q).
(4) Reporting location.
(5) Enbark |ocation. (I'f enbarking a ship the enmbark |ocation)
(6) Debark |ocation. (If enbarked in a ship the debark |ocation)
(7) Start date. (I'f enbarking a ship the debark date)
(8) End date. (If enbarked in a ship the debark date)
(9) Specific billet information to include:
(a) Billet control numnber. (One for each billet)
(b) Rank,
(c) Rate.
(d) Designator.
(e) NEC or NOCBC.
(f) Required clearance.
(g) Billet titlel/description.
(10) Priority of each event (I-3):

(a) PRI 1 - High priority, Reserve support critical for nission
acconpl i shrent .

(b) PRI 2 - Mediumpriority, Reserve support necessary to mssion
acconplishment.  Nonsupport would result in degraded nission acconplishment.

(c) PRI 3 - Low priority; Reserve support desired but not critical
to mssion acconplishment.

(11) Gaining Command exerci se POC, phone nunmber, and e-mail address.
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c. COWNAVRESFOR will provide Naval Reserve Augnentation Support
requirenents to COVNAVSURFRESFOR (N3). COWNAVSURFRESFOR (N3) will assign an
exerci se coordinator who wll:

(1) Act as the prinmary COVWNAVSURFRESFOR s POC for the designated
exerci se.

(2) Initiate a billet tracking spreadsheet.
(3) Draft a billet advertisement nessage.
(4) Advertise billets on COWAVSURFRESFOR AT OPPORTUNI TIES WEB PAGES.

(5) Six nmonths prior to start, provide gaining conmands updated bill et
status spreadsheets (via e-mil).

(6) Thirty days prior to start provide final billet status
spreadsheet s.

4206. AT/ ADT Types

a. Split AT. Split ATis limted to two sets of orders per FY and travel
will be authorized for only one period of AT. The total nunber of days for
all AT periods are not to exceed 12 days. Orderwiting activities are to use
travel node O text code 083 when requesting the second portion of split AT
orders, which will allow entitlenent of per diembut not reinbursement of
travel expenses on the SELRES day of travel.

h. Segnented AT. For those units authorized to perform segmented AT,
process AT periods in 1 day increments up to a maxinum of 12 days. Total
travel cost will not exceed that authorized for one 12 day period of AT. For
nore information on personnel eligible to perform segnented AT, see paragraph
4215c of this section.

¢c. ADT. Echelon IV, some mmjor conmands, and CINCs are given an annual

al location of discretionary ADT mandays. This allocation is intended to be
used for internal purposes, i.e., internal control reviews, selection/policy
boards, peacetine support, fleet support, exercises, and other prioritized
requirements . When gai ning command/fl eet support cannot be satisfied using 12
days of AT, approval for ADT nust be obtained fromthe appropriate ADT account
hol der who will provide a specific TCN to the unit/echelon V. Echelon V
personnel will also verify the following information with the ADT hol der:

(1) Rate/rank of SELRES.

(2) Last nane.

(3) Social security nunber.

(4) Start date.

(5) Nunber of days ADT.

(6) Travel node.
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(7) Exercise name/nunmber that SELRES is a participant in, if
appl i cabl e.

d. In addition to the TCN, the ADT holder will provide a POC and
t el ephone nunber to the echelon V AT coordinator. The ADT holder will deduct
the ADT days (including constructive travel days) fromtheir account. ADT
application information will then be entered into RIMS-OM by echelon V
activity FTS personnel in the same manner as for an AT application. The TCN
provided for ADT will be entered into the application justification block in
RIMS-OM along with the POC and their phone number. Lack of a valid TCN, and/
or a proper PCC and phone number, wll result in the ADT application being
returned by COWNAVSURFRESFCR (N3) to the originator. ALL AT/ ADT APPLI CATI ONS
SHALL BE ROUTED TO COWNAVSURFRESFOR (N3) FOR ACCOUNTI NG PURPGCSES.
COVNAVSURFRESFOR (N3) personnel will quality check all ADT applications to
verify the TCN for proper elenments and conformance to the billet control
nunbering system Once an ADT application is approved, COWNAVSURFRESFOR ( N35)
will deduct the ADT mandays from the appropriate ADT account.

4207. AT Restriction

a. The following SELRES are not eligible for AT with pay:
(1) Oficers

(a) Wen retirenent or renoval from active status is within 6
months, or as soon as a menber submits a request for retirenent.

(b) Reserve officers who have attained the nmaxi num age for
participation in the Ready Reserve as indicated:

CWO LDO 60 years
ENS/ LTJG 40
LT 46
LCDR 52
CDR/ CAPT 60

(2) Enlisted

(a) Those within 6 nonths of a known retirement date or as soon as
a nmenber subnits a request for retirement. SELRES without an obligation that
are within 6 nonths of |eaving active status may not perform AT unl ess they
have an approved waiver granted by COWAVRESFOR.  These waivers nust be
submtted fromechelon VI commands to COVNAVRESFOR via the appropriate echel on
v, |V commands and COWNAVSURFRESFOR (N3).

(b) Wen reaching high year tenure in current calendar year,
unl ess in recei pt of Bureau of Naval Personnel (BUPERS) approved waiver or
sel ected for advancenment to the next paygrade.

(c) In the FY they are released from active duty.

(d) SELRES enlisting/affiliating during the current FY unless a

wai ver is approved by COVNAVSURFRESFOR prior to entry of AT request
information into RIMS-OM or unless nodified via nessage by COWNAVRESFOR
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(e) SELRES within 120 days of conpleting their mlitary service
obligation if they have served on active duty for 1 year or |onger.

(3) Al Reservists submitting for/pending receipt of Reserve
Transition Benefits.

h. VITU personnel

(1) Ready Reservists assigned to VIUs are in a nonpay status. Paid AT
i s dependent upon the availability of CAT H funds. VTU nenbers are not
required to perform AT.

(2) Menbers of VIUs nay perform AT without pay and will be issued
perm ssive orders upon approval. VTU personnel are not required to conplete
AT without pay and no AT waiver is needed.

(3) Menbers of VIUs nay perform ADT with pay when funded by a command
with an ADT allocation.

c. Conflict of interest/civilian enployees of the Government.  SELRES
personnel will not perform AT/ADT at a military activity when their civilian
conpany’s interests and/or financial interest of the SELRES would create a
conflict of interest situation per DoD Directive 5500.7 of August 1993 and DoD
Regul ati on 5500.7-R of 30 August 1993. Procedures for investigating and
processi ng an AT/ ADT request where a possible conflict of interest could occur
are in COWAVRESFORI NST 1001.5C.

d. Additional AT/ ADT arrangenents for female nenbers. Before accepting a
request for female SELRES to perform AT/ ADT, it nust be determined that the
host activity is capable of acconmodating fenale menbers. I f governnent
femal e quarters are not available and appropriate off-base housing is
confirned; female SELRES may perform AT/ADT at the requested site. See
par agraph 4215d(3) of this section for COWAVSURFRESFOR policy on AT/ ADT
participation by pregnant SELRES.

e. After-the-Fact Oders. AT/ ADT orders will not be authorized after an
i ndi vi dual has already reported/conpleted a period of active duty w thout
orders.

f. SELRES are not authorized to travel without orders. Al SELRES
reporting without orders will imediately be sent back to their home of
record. Such persons may performtheir AT at a later date under travel node 0
(travel not subject to reinbursenent).

4208. FEY Crossovers. Scheduling AT which starts in one FY and ends in
another is discouraged. All requests which cannot be entered into R M5-OM due
to a FY crossover will be sent to COWAVSURFRESFOR (N3) for approval.

a. |If the FY crossover AT is for a school, obtain quota confirmation and
verbal authority, and annotate this data on the request prior to submnission.

b. If the FY crossover AT is for a ship, obtain enbark/debark information

f rom COWAVSURFRESFOR (N3) and annotate this data on the request prior to
submi ssi on.
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c. If the FY crossover AT is for an exercise, obtain a billet Control
nunber from COVNAVSURFRESFOR (N3) and annotate this data on the request prior
to subm ssi on.

4209. Lead Tines

a. Lead Tines. Wth the introduction of OM order request(s) can be
entered at each Reserve site. Lead tine starts the day the application is
entered into RIMS-OM NOT the day of receipt of the application fromthe
Reserve unit representative. Approved AT/ ADT requests will be entered into
RIM5-OM by FTS personnel within 2 working days of receipt. Al AT/ ADT
requests requiring individual or group GTRs will be entered into Rl Ms-OM not
| ess than 60 days prior to the start date.

b. Qur goal is to have orders and tickets in the SELRES hand 4 weeks
before the start of AT/ ADT and to have short notice requests for travel node 1
or 5 on as few requests as possible. Reconmended |ead times are used as a
gui del i ne for AT/ ADT processing only. For energent requirenents, it is
understood that active duty custonmer comrands nmay need SELRES assi stance on
short noti ce. In these situations COWAVSURFRESFOR will grant exceptions to
short lead requirements when processing short notice AT/ ADT requests.

4210. Rapid (3 Mnute) Orders. Rapid orders (3 minute orders) are not
authorized for any surface Reserve unit under any circunstance. There are no
exceptions to this policy.

4211. Readiness Standards
a. Physical Readiness Requirenent

(1) SELRES nenbers failing any portion of a sem annual PRT for two
consecutive tests or are out of standard are prohibited from perform ng AT/ ADT
without a witten waiver from their echelon V/IVI conmand. Such factors as the
type of duty applied for, the tasks associated with that duty, and the
nmenber’s uni f orm appearance nust be considered before granting a waiver.

(2) Additionally, for nembers scheduled for instructor duty or other
high visibility assignments such as nmajor staffs or unified/joint service
conmands, the echelon V CO nust first advise the gaining command of the
menber’s substandard status. The CO nust then obtain approval fromthe
gai ni ng command that the menber is still acceptable for AT/ADT prior to
i ssuing a waiver.

h. If a nenber is diagnosed out of standard and their health may be at
risk while performing a particularly arduous AT/ ADT, under no circunstances
should the menber be pernmitted to performthe training. This would include,
but is not limted to, AT/ ADT with ships, aviation squadrons, construction
battalions, MUW, or NAVSPECWAR units.

4212. Modi fications

a. Initial reconmendation for approval/disapproval of AT/ ADT nodifi-
cations rests with echelon VI C0s. Mdification requests will be properly
filled out and forwarded to the supporting echelon V for approval. After-the-

fact nodifications subnitted 60 or nore days after conpleting AT/ ADT will be
forwarded to the cognizant echelon IV, via the supporting echelon V for final
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di sposi tion. In addition, COWNAVSURFRESFOR has final approval authority for
certain nodification types. Requests for nodification will be subnmitted via
Rl M5- OM

h. It is strongly encouraged that all modifications to orders be
initiated prior to or while the menber is on AT/ ADT.

c. RSTARS(MP) must be updated before creating certain AT/ ADT order
modi fications . These include fam |y menber status, hone addresses, rate/rank
changes, pay entry base date, NEC and sea duty days. This information should
be double checked to reduce nodifications when SELRES first apply for AT/ ADT.

d. If a nmenmber is married or divorced a nodification to their orders for
a name change is not authorized. Submt nane change via RSTARS(MP) and
provide the nenber with a certified copy of their recently updated service
record page 2 (NAVPERS 1070/ 602).

e. Modifications once approved take 24 hours before they can be printed
(issued), or routed to NAVPTO New Orleans if a GIR is involved.

f. Any change in a nenber’s travel itinerary, travel mode, or |ost/not
received airline tickets requires the AT/ADT orders to be nodified.

4213. Afloat AT/ ADT

a. Because of the unique nature of training aboard afloat commands,
supporting echelon V will send a nessage to afloat training sites to confirm
previously arranged (with the afloat gaining comrand) reporting dates, nanes
and rates of SELRES personnel, security clearance requirenments, and specific
training required by SELRES participating. COVNAVSURFRESFOR (N3) will be an
information addressee on these messages. I ndi vidual SELRES will hand carry a
current certified copy of their Page 2 (NAVPERS 1070/ 602) and Page 4 ( NAVPERS
1070/ 604) with their orders, as well as health and dental records. Medi cal
department representatives will screen health/dental records to ensure the
fol | owi ng:

(1) Al required inmunizations are conpl eted.

(2) Deoxyubonucleic Acid (DNA) on file at Defense Medical Systens
Support Center, Monterey, California and a health record entry nade to
i ndi cate this.

(3) Current physical examnation.

(4) Ensure personnel in dental class 1 or 2.

h. When assigning AT for NRF ship units, the priority should be:

(1) Aboard their active duty nobilization platforns to conplete
underway training.

(2) Aboard NRF shi ps whenever possible in support of special
oper ati ons.

(3) Aboard NRF ships to conplete underway training.
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(4) Aboard their active duty nobilization platformto conplete inport
t rai ni ng.

c. NRF Ship Units. NRF unit proposed AT period will be schedul ed by the
NRF CO Unit AT requests will be forwarded to COWAVSURFRESFOR (N3) via
RIMS-OM Direct liaison between Echelon V, |V, COVNAVSURFRESFOR (N3), and the
afl oat gaining command is authorized with regard to NRF AT/ ADT/ | DTT. The NRF
COw ll also designate an alternate AT as a suitable substitute if the
gai ning command is not avail able due to operational conmitments/deployments.
Si nce NRF ships do not have RIMS-OM and NRAs with RI M5-OM can only process
AT/ ADT orders for SELRES assigned to their Unit ldentification Code (U C),
the decision as to what comand will process AT/ ADT for NRF SELRES will be
made by the cogni zant REDCOM

4214, OUTCONUS AT/ ADT

a. Difficulty may be encountered when, scheduling OUTCONUS commer ci al
travel. Al personnel involved in the AT/ ADT process, SELRES and active
duty, should realize the inportance of neeting required |lead times during
peak peri ods. Moverment in the Pacific area during sumrer nonths, especially
group travel, has been particularly difficult. Hawai i, Al aska, Canal Zone,
and Puerto Rico are not considered OUTCONUS for AT purposes but are
consi dered OUTCONUS for travel purposes.

(1) Units not assigned to depl oyed nobilization conmands or commands
per manent |y assigned OUTCONUS wi Il not request OUTCONUS AT, except for fleet
exercises or valid peacetine support, requested by an OUTCONUS gai ni ng
conmand. Menbers of units assigned to OUTCONUS gai ni ng comands may go on
OUTCONUS AT as required for appropriate nobilization training and peacetine
support.

(2) Per BUMEDI NST 6230.15, all required inmmunizations will be
acconplished before performing AT/ ADT. Additional inmunization requirenents
may appear in COWNAVSURFRESFOR (N3) advertisements. Per SECNAVI NST 5300. 30C,
al |l personnel perform ng OQUTCONUS AT/ ADT will have a negative H V test
docunented in their nedical record within 1 year of their AT/ ADT start date.
For nore information on medical/dental requirements for SELRES performn ng
AT/ APT afloat and |INCONUS, see paragraphs 4213a and 4215d of this section.

(3) Passports and visas may be required for SELRES OUTCONUS travel.
Lead tine for passport/visa processi ng by USASCAF Washi ngton, DC is 10 weeks

bef ore comencenent of travel. Personnel assigned to” units that deploy
QUTCONUS such as NCW SPECWAR, CHBU; NRF, etc. or are assigned to OUTCONUS
gai ning comands are required to have passports. Upon assignnment of the

nmenber to a deployable unit, NRAs will subnit and track the “no-fee” passport
appl i cations. Supporting NRAs, PSD, or NAVPTOs have the proper application
forms and are responsible for procuring and issuing of official passports
when required. The Air Force Foreign Cearance Guide lists those countries
where passports/visas are required. Ref er to OPNAVI NST 4650. 15 for

i nformati on on procedures for obtaining “no-fee” passports. Echel on V CCs
are authorized to contract for services to obtain necessary passport
photographs. Al nilitary menbers, regardless of rank or rate, will be

required to submt evidence of United States citizenship when applying for a
passport. Orders/tickets will not be issued to a SELRES until required
passports are processed and received.

b. Travel/Country d earance. Gui del i nes for OQUTCONUS travel /country
cl earance requests are in the Air Force Foreign Cl earance Guide and OPNAVI NST
4650. 11F. For all QUTCONUS assignments, the command processing the AT/ ADT
orders will initiate the clearance request. Knowl edge of the gaining
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command’ s chain of command is essential for proper addressing of travel/
country clearance messages. Be sure to include the gaining command, servicing
PERSUPPDET, and NAVPTO New Orleans as addees. Submit clearance requests
sufficiently in advance, nornmally 30 days before reporting, to allow for
orderly processing, evaluation of necessity of visit, and coordination with
United States diplomatic and consular missions in the countries to be visited.
Submi ssion nust not be delayed due to lack of flight information. Provide

dat es. [f flight information is unknown, then provide flights in a followup
message. Promptly report cancellations to all concerned. NAVPTO New Orleans
will not release comercial travel tickets until receipt of acknow edgenent/
approval of country clearance request; or a disapproval was not received from
the host command within the time stated in the area clearance nessage request.
Fi el d conmmands not yet on permanent distribution for the Air Force Foreign

Cl earance Quide can obtain copies by letter from

DVA- CSC
Washington, D.C. 20315-0010
Attn: DDCP
NOTE : Letter nust include U C, command address, and conmmand PCC.

c. AT/ ADT policies for SELRES residing QUTCONUS may be found in
COMNAVRESFORI NST  1001. 5C.

4215. Medical AT/ ADT

a. Medical Credentialing. BUVEDI NST 6320.66B provides detail ed gui dance
on the Credentials Review and Privileging Program  The follow ng individuals
nmust have current provider profiles maintained by the Centralized
Credentialing and Privileging activity in Jacksonville, Florida:

(1) Al Medical Corps Oficers (2105).

(2) Al Dental Corps Oficers (2205).

(3) Medical Service Corps Oficers (2305) holding the follow ng

NOBCs::
Physi ci an Assi st ant 0113
Cinical Psychol ogist 0851
Social Wrker 0868
Audi ol ogi st 0871
Physi cal Therapi st 0873
Cccupational Therapi st 0874
Dietitian 0876
Opt onetri st 0880
Phar maci st 0887
Podi at ri st 0892

(4) Al Nurse Corps Officers (2905)

h. Medical Departnent officers in the above categories applying for AT/
ADT. nust maintain their licenses and credentials. This requirenment covers all
staff ‘assigned to Medical/Dental Treatment Facilities (MIF/ DTF), ships or
Marine Corps operations/exercises.
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c. BUVEDI NST 6320.66B provides guidelines for obtaining gaining command
acceptance. This docunentation nmust be included in the justification section
of the AT/ ADT request and will include a gaining conmand POC and date-ti me-
group of the acceptance message. Because of credentialing and lead tine
requirenents, the processing of clinical AT orders may be initiated before the
acceptance of credentials. However, orders will not be issued/delivered until
credentialing acceptance is received. Echelon V conmmands nmust forward all
clinical AT/ADT via their echelon IV command. |f AT/ ADT requests are for non-
clinical assignments, this information should be indicated in the AT/ ADT
request justification section.

d. Medical/Dental requirenents for SELRES before executing AT/ ADT orders
are as follows:

(1) Physical examnation requirenments are specified in the Minual of
the Medical Department (MANMED), chapters 6 and 15.  Acconplishing the
requi red nedi cal /dental exaninations and i munizations is extrenmely inportant
to maintain a high level of readiness. Personnel scheduled for CONUS AT/ ADT
shoul d only be allowed to pick up their orders if all nedical/dental
requirenents are net, scheduled to be met, or can be acconplished on AT/ ADT by
prearrangenent nmade by the responsible echelon V activity with the gaining
command. Per sonnel approved for OUTCONUS AT/ ADT nust have all requirenments
met before picking up their orders.

(2) DNA sanple for all SELRES should be on file at Defense Medical
Systems Support Center, Monterey, California and an entry nade to indicate
this in the SELRES health record prior to AT/ADT. This is required for OUT
CONUS and afl oat AT/ ADT.

(3) Pregnant service nembers with unconplicated pregnancies who
receive witten authorization fromtheir attending physician may participate
in AT/ ADT per COWNAVRESFORI NST 6000.1A. AT/ ADT and associated travel nust not be
completed prior to the 32nd week of gestation. Pregnant SELRES will not be
allowed at anytime during their pregnancy to:

(a) Attend APG School,

(b) participate in Marine Corps or Construction Force field
operations or exercises,

(c) attend FHOTC, or

(d) perform AT/ADT in any location requiring special
i muni zations .

e. Medical Departnent AT/ ADT

(1) Current policy/guidance provides details on how SELRES nedi cal
personnel are directed to perform peacetine contributory support at their
gai ni ng comands.

(2) AT/ ADT orders to a MIF/ DIF nmust have a seven-digit billet
confirmation nunber provided by the MIF/ DTF in the "Additional Instructions”
section of the AT/ADT request. Requests received without a billet
confirmation nunber will be returned to the originator.
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(3) CNO (N095) has authorized SELRES nedical department personnel
(of ficer designators 2105/2205/2305/2905/ 7545, hospital corpsnmen, and dental
technicians) to performAT in increments of 1 or nore days, up to a maxi mum of
12 days, at mlitary MIFs/DTFs to provide relief for active duty staff or to
provi de specialty services not otherw se available. This reduces health care
costs incurred by the Humana Mlitary Heal thCare Services, increases peacetine
support for MIFs/DTFs, and offers SELRES the opportunity to provide nedical
treatnment. Echelon VI activities involved in segmented AT for increased
peacetinme support should ensure that supported activities also provide any
mobi | i zation readiness training required by individual RBTRs.

(4) Individuals will not be authorized segnmented AT orders which
require constructive travel days/funds. Therefore, segmented AT will nornally
be limted to SELRES residing within a reasonable conmuting distance of the AT
site unless the individual voluntarily travels at their own expense not
subject to reinmbursement. IDT (drills) nust be used for peacetine support
periods of less than 1 full day (8 hours) duration.

(5) AT order issuing activities must ensure that the total of all
segnented AT orders does not exceed 12 days per FY for any individual. Normal
check out/check-in procedures for AT nmust be foll owed, including obtaining
required nedical endorsenents. Local procedures should be devel oped to
expedite the check out/check-in process.

(6) VTU personnel nmay perform segnented AT on a no-cost basis based
upon the above guidance. VTU nmenbers requesting cost orders to perform AT -can
still apply following current directives; however, approval wll be based on
the availability of CAT H nandays.

f. Conference Fees. See paragraph 4303j of this section.
4216. School s

a. Maxinmum use of Navy schools and training courses is directed for all
SELRES personnel whose nobilization billets and/or NOBC/ NEC requirenments are
dependent upon or enhanced by conpletion of courses of instruction. Each
echelon V activity will appoint a schools petty officer to ensure proper
submi ssion of school AT/ ADT requests. They will also track requests through
RIMS-OM  Billet ITPs list required courses. ADT may be used for school
training if funds are available. Al AT/ ADT school requests entered into
RI M5- OM nust include CDP/CIN and course title to ensure proper manday
allocation tracking. This information may be found in NAVEDTRA 10500. If the
CDP or CIN does not exist, enter "9999" in the CINCDP field in RRMS-OM (In
all cases enter the full course title.) Requests for courses that are not
listed in the Catal og of Navy Training Courses (CANTRAC), NAVEDTRA 10500, must
include anplifying information such as the reference source and the quota
control activity. Non-Navy schools may require that a Request Authorization
Agreement, Certification of Training and Rei nbursement (DD 1556) be submitted
with the request for training orders. Al AT/ADT school requests will be
carefully reviewed prior to submission. For questions concerning schools in
excess of 12 days contact COVNAVRESFOR (N33) School’s petty officer at DSN
678-5830 or commercial (504) 678-5830. The following itens are particularly
important in the review process:

(1) Verify that all prerequisites for the course have been met.
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(2) Verify nenber still has sufficient mninmm obligated service
remai ning per COWMNAVRESFORI NST 1571. 7H.

h. The follow ng section discusses adm nistrative procedures to-follow
for naval schools commonly applied for by SELRES:

(1) APG Indoctrination: APG personnel, with no prior mlitary
service, have a contractual agreement to attend APG I ndoctrination at the
NAVRESPRODEVCEN; Naval Support Activity, New Oleans for their first AT. If
no quotas are available, APG personnel are authorized to perform AT per their
| TP, however, they shall be scheduled for this course via subsequent ADT or
next FY AT when a quota becones avail abl e.

(2) Direct Conmissioned Oficers (DCO: DCCs having no prior Naval
service will attend the specific military indoctrination course as directed by
their respective officer accession program sponsor. Supply corps direct
commi ssion/limted duty/warrant officers must conplete the basic qualification
course of the Navy Supply Corps School within 6 nonths of commissioning. DCO
School is mandatory for all non-prior service Medical/Mdical Service Corps/
Dental /Nurse Oficers. Oficers with a 1615 designator (cryptol ogy) assigned
to surface units will conplete nmilitary indoctrination plus a Joint Oficers
Curriculum course. Al DCOs must conplete the Naval Orientation
correspondence course within 18 months of commissioning/ appointment.

(3) Continuing Legal Education (CLE). CLE courses are available at
Naval Justice School and the Arny and Air Force Judge Advocate Schools.
Applications for a quota, with a current Naval Reserve Qualification
Questionnaire (NRQQ for Inactive Duty Personnel (NRPC 1200/1), should be
forwarded to the COWAVSURFRESFOR Legal Unit Coordinator via the chain of
command.  The COWNAVSURFRESFOR Legal Coordinator will also provide information
on legal conferences/seninars

(4) NRQQ for CME, Continuing Education (CE), and Professional Update
Training (PUT) . AT/ ADT applications for these courses will be submtted with
current NRQQ and conpl ete course agenda via the chain of command to echelon IV
Medical Training Officers (MIQ for input into RRIMS-OM Al CVE CH PUT
courses must fulfill the training requirement of 8 hours per day per
COWNAVRESFORI NST 1001.39C. Echelon Vs review ng requests and courses
brochures will verify to ensure they are accurate requests. Any applicable
fees should be annotated in block 14 of the AT worksheet and entered in the
additional instruction section of RIMS-OM by the echelon IV representative.
Modifications are NOT authorized to add fees at a later date. Echelon IV MIGCs
wi |l recomrend approval / di sapproval of all CVE, CE, and PUT requests, and
route themto the COVNAVSURFRESFOR (N39) Medical Support Coordinator via Rl Ms-
OM  MICS reconmmendi ng di sapproval must list specific reasons.
COVWNAVSURFRESFOR Medi cal Support Coordinator will review and nmake fi nal
determination on all CME, CE, and PUT requests. Requests will NOT be
di sapproved at any level in the chain of command prior to COVNAVSURFRESFOR.
Echelon IV MIGs will indicate on each nenber’s ADT request the nunber of paid
CMEs that have been approved for the member for the FY to date. Al SELRES
medi cal departnent staffs attending a funded CME/ CE/ PUT programwill be
required to be in the correct uniform of the day as prescribed by Navy Uniform
Regul ati ons As a general rule, rental cars will not be authorized.
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4217. Security O earances. Personnel who require top secret clearances for
their nobilization billet nmust nmaintain a current background investigation per
OPNAVI NST 5510.1H.  Once a background investigation is conpleted, it nust be
periodically updated to maintain top secret access eligibility. This is
particularly inportant for radiomen, communication/electronics technicians,
and officers whose nobilization assignment requires access to top secret
material or top secret watch standing spaces. In addition, all data
processors and aerographer’s mates require top secret security clearances
based on a current special background investigation per DoD C-51-5.21-M1 and
related Naval Supply publications, DoD TS5105.21-M 2, and OPNAVINST 5510.1H.
The gai ning command/ school will be notified at |east 15 days before the AT/ ADT
start dates, per OPNAVINST 5510.1H of SELRES security clearance(s) by one of
the follow ng neans:

a. Advance copy of AT/ ADT orders with typed or stanped security clearance
certification verified and signed by the echelon V CO

b. Message notification of SELRES security clearance(s). This is the
only authorized nethod for notifying afloat commands.

c. For standard nobilization site, provide an updated listing with cover
letter on a routine basis for all unit menbers, if this is acceptable by the
gai ni ng conmand.

4218. Rental Cars

a. Reserve unit COs may authorize rental cars for their personnel. As a
general rule, rental cars should not be authorized if government quarters and
messing are available. Rental cars will only be authorized for transportation
between a SELRES pl ace of |odging and the active duty command when it is
determ ned that comrercial transportation (taxi, bus, hotel courtesy
linousine) is more costly or not available. Gaining conmands shoul d provide
vehicles required for SELRES to perform official duties during the workday.

(1) If it is determined that a rental car is required for a unit
(group) request with two or more personnel performng AT/ADT at the sane
conmand, individuals should be grouped together in rental cars consistent with
COWNAVRESFORI NST 1571. 7H gui dance and the chart listed bel ow

Econony car. 1 person
Conpact car. .« . . . .1-2 persons
Md-size car . . . . . . . .3-4 persons
Standard/ Ful | size car 5-6 persons
Special Vehicle (e.g., van) .7-15 persons

(2) Certified nonavailability numbers are no longer required to
authorize rental cars. They will be given when SELRES actually report for
AT/ ADT. In those cases where nenber(s) are staying in government quarters but
their training site is several mles away either on or off base, state this
situation clearly in the RIM5-OM justification bl ock when requesting a rental
car.

(3) For extenuating circumstances where advance authorization has not
been made and it is determined that rental cars are needed, SELRES nenbers
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shoul d imedi ately contact their RESCEN and request order nodifications
authorizing rental cars. In cases where the RESCEN cannot be contacted in
time, COWAVSURFRESFOR (N3) will review requests for rental car nodifications.
As a general rule rental cars are not authorized for CME training.

h. Because of the high potential for abuse inherent with rental cars,
authorizing officials are directed to closely nmonitor their authorization and
use.

4219. Travel

a. Travel with orders nmust be arranged and conpl eted before the report
date/time of AT/ADTI. If the reporting hour is 0730 and travel cannot be
conpleted from 0600 to 0730, travel mnust be conpleted the day before and 1
constructive travel day will be granted for travel INCONUS and 2 days for
travel OQUTCONUS. The number of travel days authorized is based on air travel
time. SELRES will be awarded full pay and allowances, one retirement point,
and appropriate travel/per diemreinmbursement for each constructive day of
travel.

b. Any changes in travel arrangenments occurring before the menber’s
departure are to be coordinated through the nenber’s Reserve activity,
COMNAVSURFRESFOR (N3) and COWNAVRESFOR (N33).

c. GIR is the directed node of travel for all SELRES. Qher travel
nmodes, as described in COMWAVRESFORI NST 1571.7H, nay be used if sufficiently
justified and approved by COWAVSURFRESFOR (N3). Travel node 7 is not
authorized, except in rare instances when NAVPTO New Ol eans cannot procure a
GIR and a unique need of the SELRES training site is justified. Travel node 7
will only be used when specifically approved by COWNAVSURFRESFOR (N3).  For
addi tional guidance on the use of travel nodes and their restrictions, refer
to COWAVRESFORI NST 1571.7H and t he COMNAVRESFOR/ COMWNAVSURFRESFOR FY program
and policy guidance.

d. Constructive travel after conpleting their AT/ ADT: SELRES are
entitled to constructive days of travel if they cannot return home on the
schedul ed day of detachment from an AT/ ADT period by 2400 that day. Inclenent
weat her or aircraft mechanical problenms are two exanples of justifiable
reasons to allow for a constructive day of travel. COWAVRESFOR authorizes
| ocal disbursing offices to pay this constructive travel day w thout an order
modi fi cati on.

e. SELRES orders must match their travel itinerary. Oders "for further
assignment” are not authorized unless specifically approved in advance by
COMNAVSURFRESFOR  (N3).

f.  Insurance. When travel is arranged by NAVPTO New Ol eans (travel
modes 1 or 5 are requested) SELRES automatically receive $150,000 flight
i nsurance, $150,000 travel insurance, and $1,250 baggage insurance; all free
of charge. Commercial travel personally procured by SELRES (travel node 7)
will not entitle the menber to any of this insurance coverage.

g. The government will not be liable for the cost of replacing a |ost/
m splaced ticket if travel mode 7 is used.
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h. Teleticket Policy

(1) Airline tickets will be printed and issued to SELRES by Reserve
activities having teleticketing capabilities (only for AT/ ADT orders where
travel is via GIR). SELRES whose billets are at NRA's distant fromtheir
hones may receive teletickets at activities closer to their home by requesting
that service in the travel advice section of the RIMS-OM application. Ticket
i ssued at another activity closer to a SELRES home of record does not relieve
the supporting activity fromensuring AT/ ADT orders and tickets are
expedi tiously processed and delivered.

(2) Altering airline tickets. Airline tickets issued by NAVPTO New
Oleans for AT/ADT travel will not be altered by SELRES. Under certain
circunstances; however, minor itinerary changes will require SELRES to
revalidate their plane tickets. Effective January 1996, revalidation is
permitted in certain circunstances as long as the actual price of the ticket
is not changed. Revalidation is nore efficient than cancellation because it
precl udes doubl e obligation of funds while canceled ticket funds are recouped.
Reval i dation should nornally occur under the follow ng circunstances:

(a) Report date is changed.

(b) AT/ ADT days are increased or decreased.

(c) Departure on any flight is delayed due to inclement weather.
(d Menber missed designated flight.

SELRES needing to revalidate tickets should contact COVNAVRESFOR (N33).
comavresFor Wi | | eval uate and if the situation warrants, revalidate the
SELRES pl ane ticket.

(3) Using another individual’'s ticket. SELRES will not use an airline
ticket which has been assigned to another SELRES.

(4) Prepaid tickets. In certain circunstances, travel is arranged by
NAVPTO with the nmenber picking up tickets at the nearest commrercial airlines
counter at the air facility. Conplete information on prepaid tickets may be
found in COWNAVRESFORI NST 1571. 7H.

(5) Electronic ticketing. Increasingly, SELRES air travel will be
conducted using electronic ticketing, wherein the traveler receives an
itinerary vice printed tickets. Boarding passes are obtained by reporting to
the departure gate at least 30 minutes before scheduled flight time and
presenting the proper identification.

(6) If travel problem(s) occur en route, contact NAVPTO during nornal
wor ki ng hours at 504-678-6198 or COWAVRESFOR (N33) after normal working hours
at 1-800-359-9999. NAVPTO follows the same procedures regardl ess of how
tickets are issued. If a travel problemoccurs prior to departure, the SELRES
shoul d contact their supporting NRA.  Change in travel mode, |ost/not received
airline tickets, or change in travel itinerary requires a nmodification to the
menber’s orders.

4220. Reinbursenent/Bachelor Quarters Central Reservation System (BOQY BEQ
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a. BOQ BEQ Service Charges for SELRES. Public Law 103-139, which is
retroactive to 1 Qctober 1993, authorizes SELRES to be reinbursed for charges
incurred when occupying governnent quarters. The law all ows rei nbursenent of
BOQ BEQ expenses even though SELRES are not in a per diem status when
performing IDI. dains for reinbursement may be submitted through servicing
PERSUPPDET .  Personnel on AT/ ADT shoul d cl ai mrei mbursenment on their Travel
Vouchers (DD 1351-2) or Training Duty Pay Vouchers (NAVCOMPT 2120), whereas
personnel requesting rei nbursement while in a drilling status should subnit an
SF-1164 or NAVCOWPT 2277 form To expedite reinbursenment, all clains will be
submitted to the echelon V activity by SELRES within 5 days after conpleting
training duty.

h. SELRES reporting for AT/ ADT | NCONUS nmust have | odgi ng reservations
made with the servicing comercial travel office via the gaining conmmand
BOQ BEQ Conmand travel coordinators maki ng arrangenents for personnel who
need | odgi ng reservations but do not need other travel services, such as air
transportation and rental car, nay make | odging reservations using the toll-
free nunmber 1-800-576-9327 for NAVPTO billeting. SELRES requiring these
additional travel services with lodging will enter these requirenents in the
justification section of the AT/ADT request in RIMS-OM and route the request
to NAVPTO, New Ol eans, Louisiana. The Bachel or Quarters Central Reservation
System now covers all naval activities | NCONUS with BOQ BEQ | odgi ng
facilities.

4221. AT/ ADT/ Modification Wrksheet Request

a. Properly trained echelon VI personnel and echelon V training
department personnel will assist individual SELRES in conpleting AT/ ADT
wor ksheets properly and quality check each worksheet before its subnmitted to
the echelon V AT coordinator for processing.

h. Message AT/ ADT Requests. CINC, U S. Naval Forces, Europe; Conmander,
Naval Forces, Korea; Commander, Naval Forces, Japan; Commander, Naval Forces,
Marianas; and NRF ships nay use the message format found in COVNAVRESFORI NST
1571. 7H for submtting AT/ ADT requests. Messages should be addressed to
COWAVSURFRESFOR (N3) for CINC, U S. Naval Forces, Europe and NRF ships;
REDCOM El even for Panama; and REDCOM Twenty-Two for Commander, Naval Forces,
Korea; Commander, Naval Forces, Japan; and Conmander, Naval Forces Marianas.

C.  The worksheet request process is as follows:

(1) Echelon VI CO devel ops an AT/ ADT pl an.

(2) SELRES will conplete and sign individual AT/ ADT worksheets.

(3) Planned AT/ ADT beconmes a schedul ed event when the echelon VI co
approves and signs the worksheet request. If the echelon VI COis
unavail able, only the unit XO or TO may approve AT/ ADT requests. This DCES
NOT remove the responsibility for overall AT/ADT planning and quality control
fromthe echelon VI CO

(4) Approved requests are forwarded to the AT/ADT coordinator at the
supporting echelon V activity.
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(5) AT/ ADT coordinator enters request information into the R Ms-OM
system and routes the request to the appropriate program nmanager code. The

program nmanager codes are |listed below with the type of requests that nust go
to each code:

AT/ ADT Destination Guide for Field Activities

UNI'T COORDI NATOR
CODES/ APPROVAL
AUTHORITY PURPOSE

003L Personnel reporting to an afloat conmand
(primarily NRFs or hardware unit as M UW

003P Personnel reporting to an exercise.
0020 Personnel reporting to a shore command.
0562 COWNAVRESFOR stage for formal schools

(once school quotas are confirmed, school
AT/ ADT requests will be routed from
COMNAVRESFOR to COWNAVSURFRESFOR (N3))

(6) When approved by the appropriate COWAVSURFRESFOR (N3)
coordinator, requests will enter the order creation stage and then be
transmtted back to the echelon V's stage to be printed/issued. If a GTIRis
requested (travel codes 1 or 5) , then the request will be routed to travel
stages after order creation for ticketing prior to being transmtted back to
the echelon V activity.

(7) Echelon V check out. Check out procedures nmust be followed to
ensure SELRES reporting for AT/ADT are within groonmi ng standards, have
complete uniforms, are administratively prepared, and are nedically fit.
SELRES will not be medically certified as physically fit for AT/ ADT until they
have been physically sighted by an MDR, and the echel on V comrand fitness
coordi nator has evaluated the member to be within standards. See 4215d of
this section for medical/dental requirenents.

4222. Check-1n Procedures/Conpleting of AT/ADT. The followi ng are actions
required upon SELRES conpleting of AT/ ADT period:

a. Wen SELRES conpletes a period of AT/ ADT, the AT Check-in/Check out
Sheet will be used by echelon V personnel to ensure all necessary adm nis-
trative matters in the check-in process are conpleted. This formwll be
attached to a copy of the AT/ ADT orders and retained by the echel on V command
until the Check-in/Check out process is conpleted.

h. Unit COs responsibilities for nmonitoring proper execution of AT/ ADT
are as follows (may be delegated to unit XO or TO:

(1) WII conplete unit COs requirements listed on AT/ ADT Check-1n/CQut
sheet (NAVSURFRES 1571/1).

(2) Evaluation/Perfornmance Information Menmorandum (PIM: Includes
review of PIMevaluation submtted by gaining conmand. Echelon V nust be
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notified if a PIMevaluation required by BUPERSI NST 1610. 10 was not recei ved.
A PIMor evaluation report is optional for AT/ ADT perforned with the SELRES
own Reserve unit, or AT/ ADT performed at an active conmand as part of the
nenber’s Reserve unit under the observation of the SELRES reporting senior.
For personnel who are not in either of these situations, fitness or evaluation
reports are required for every period of active duty exceeding 10 days for

officers, or 17 days for enlisted personnel (EI-E9). They are optional for
shorter periods. \Wen fitness reports are not required, prepare a PIMfor
transmttal to the echelon VI reporting senior. PIMs are not required for

brief (1-2 day) service for administrative purposes only, or duty with the
menber’s own Reserve unit.

(3) If problenms are noted during AT/ADT period with some or all itens
contained on the form then you nmust retain NAVSURFRES 1571/1 after SELRES
conpl ete check-in/out.

(4) For regular drill periods in conflict with schedul ed AT/ ADT,
approve rescheduled drills or approve authorized absences.

(5) Ensure RSTARS(MP) entries are nmade to give the SELRES credit for
conpl etion of AT/ ADT.

4223. AT/ ADT Cancel | ati ons/ AT Wi vers

a. Cancelling of AT/ADT by SELRES. Cancellations should be confirnmed and
conpleted within 10 days prior to the report date. SELRES nmust be counsel ed
that orders to perform AT/ADT when issued, are a mandatory commitnent. Only
in energencies or circunstances beyond the nenber’s control should SELRES faill
to execute orders. Echelon IV and V activities will conply with
COVNAVRESFORI NST 1571. 7H, chapter 5 when a SELRES fails to execute (report
for) AT/ ADT.

h. Canceling AT/ADT by the gaining conmand. When a schedul ed AT/ ADT
period is canceled by the gaining command, the supporting echelon V activity
will:

(1) Notify the SELRES and the SELRES echelon VI CO that schedul ed
AT/ ADT has been cancel ed.

(2) Advise SELRES and the SELRES echelon VI CO of the requirenent to
request another AT or subnit an AT waiver request.

(3) Conply with COWNAVRESFORI NST 1571.7H, chapter 5.
c. \Wivers
(1) AT waiver approval authority is delegated to: Echelon |V, echelon
V, NRF ships, Reserve Division Naval Facilities Engineering Comrand, Reserve

Naval Construction Force Reginents, |UW G oups and FLTHOSPS.

(2) Requests for AT waivers should be submtted as early as possible
during the FY, but by 30 June.

(3) By 1 July of each fy, all SELRES nust have satisfactorily
conpleted their FY AT requirenments, have subnmitted their AT requests, or have
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obtained FY waivers. The active duty may be exclusive to, or any conbination
of, AT, ADT, or active duty for special work. Al echelon IV activities will
ensure that echelon V activities under their cognizance conply with this
requirement.

(4) Policy on physically out of standards personnel (body fat): Wen
a SELRES is denied AT due to being out of standards, the nenber will be
granted a waiver for the maximum 18 nonth period that is permtted to neet
Navy PRT standards. For nore information on out of standards personnel, see
paragraph 4211 of this section.

4224. PQC
a. COWAVSURFRESFOR Afl oat Coordinator (N31)
4400 Dauphine Street
New Ol eans, LA 70146-5100
DSN 678-4356/4372; Commercial (504) 678-4356/4372
b. COWNAVSURFRESFOR Shore Coordi nator (N32)
4400 Dauphine Street
New Orleans, LA 70146-5100
DSN 678-4370; Commercial (504) 678-4370
c. COWNAVSURFRESFOR Exercise Coordinator (N31E)
4400 Dauphine Street
New Ol eans, LA 70146-5100
DSN 678-4366/4371; Commercial (504) 678-4366/4371
d. COVWNAVRESFOR AT/ ADT/ I DTT Orderswriting Services Division Attention:
School Quotas (N33)
4400 Dauphine Street
New Orleans, LA 70146-5046
DSN 678-5830; Commercial (504) 678-5830
e. COWNAVSURFRESFOR School Quotas (N76A)
4400 Dauphine Street
New Orleans, LA 70146-5100
DSN 678-0642; Commercial (504) 678-0642
f. COWAVRESFOR AT/ ADT/IDTT Orderwiting Services Division (N33)
4400 Dauphine Street
New Orleans, LA 70146-5046

DSN 678-1436/ 1437/ 5998; Commercial (504) 678-1436/1437/5998/ 1496
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SECTION |V

EXECUTI ON
CHAPTER 3
| DTT

4301. Ceneral Cuidance

a. |IDIT Orders. |IDTT orders are issued when a SELRES perforns |DT or
“drills” at a training site which is nmore than a reasonable commuting distance
fromboth the SELRES regular drill site and honme residence. COVNAVRESFORI NST
1001.5C defines a reasonable conmmting distance. An IDIT order is an officia
order issued by conmpetent authority to a member of the Naval Reserve. \hen
i ssued directive (cost) IDIT orders, the menber does not have the option of
refusing to execute the ‘orders. Permissive (no-cost) IDIT orders are optiona
and may or may not be accepted. A SELRES executing cost IDIT orders will be
reimbursed for travel and per diem expenses. Drill pay for the menber will be
aut hori zed upon docunenting conpleting the IDIT drills and appropriate
RSTARS(MP) data entries

b.  Mninum Duration of an IDTT Drill Period. The minimmduration for an
IDTT drill period is no different than for drills performed at the norma
drill site. BUPERSINST 1001.39C states that the mininumduration of a paid
drill period will be 4 hours. To ensure that individual SELRES are properly
credited with conpleting scheduled drill periods performed during the IDTT
the following policy applies

(1) A mnimmof 4 hours per (paid) IDIT drill period. A CO nust use
good judgenent when considering any exceptions to this policy.

(2) No more than two IDIT drill periods will be credited/ perforned per
day. (Mnimum 8 hours.) In situations where drills are perforned under |DIT
orders away from the menber’s regular drill site, the reporting requirement
placed on the unit COis to ensure unit menber(s) attend/ performrequired
training and/or duty during the period covered under their |DIT orders
Because of the diversity of IDIT situations (e.g., sem nars, neetings,
wat ches) the manner in which this is done is left to the judgnent and
integrity of the unit CO.  Formal nusters are not required while the menber is
on IDIT. Docunenting attendance nay be taken fromthe reporting and detaching
endorsenents on orders. Wiile on IDIT orders, drill attendance should
commence when a SELRES enters military jurisdiction (reports) and should be
continuous until the menber leaves nmilitary jurisdiction (detaches). As |ong
as the statutory requirements listed above are satisfied, the actual tine that
each drill period starts and stops is left to the unit CO  Required training
docunentation for |DTT periods nay be as sinple as an annotated UTS or
description of training required on ITPs. The guidance provided here does not
absol ve echelon V and VI commands of drill accounting responsibility.

c. |IDTT Categories. IDTT is provided for the purpose of increasing
nobi | i zati on readi ness of SELRES and providi ng peacetine support to Navy
commands.  Additional guidance concerning IDIT orders is in COVNAVRESFORI NST
1571. 7H. | DTT categories are mobilization training, fleet exercise/operation
support, and peacetime support. Miltiple day IDTTs should be given favorable
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consi deration over those of shorter duration as they provide greatly increased
training at |esser cost.

d. |IDTT Budgeting. Typically the annual COVNAVSURFRESFOR budget will not
be sufficient to support the funding of all FY IDIT requirenents. | DTT
requirenents will be reviewed by COMWAVSURFRESFOR ( NOLB), Director of
Financial Managenent at nidyear of the FY, wth new funding possibly being
available at that tine. I DTT requirements shoul d be schedul ed and execut ed
during the earlier portion of the FY just after that year's |IDIT funds are
first allocated by COWAVSURFRESFOR (NOLB) to the field. This will inprove
chances that critical IDIT will be funded and conpleted. There is no
guarantee that there will be funds available for IDIT scheduled late in the
FY. Annual FY IDTT funding levels will be determned by the foll ow ng
sequence of events:

(1) COWNAVSURFRESFOR wi Il publish the next FY program guidance in
February of the previous FY.

(2) Echelon V commands will receivel/review next FY IDIT requirenents
fromtheir echelon VI. Echelon V commands will forward |IDIT funding requests
(report synbol COVNAVSURFRESFOR 7100-19) to their echelon IV.

(3) Based on available overall RPN funds, IDTT allocations wll be
forwarded by COMWNAVSURFRESFOR to all echelon IV commands under its cogni zance
via an Annual Planning Figure (APF). APFs for the next FY should reach

echelon Vs during August or Septenber. Echelon IVs will in turn break down
the APF and distribute IDIT and other training funds to their subordinate
echel on V commands. I DTT funds may be allocated as:

(a) Fenced IDIT funds designated for exclusive use by a Reserve
unit (rorr funds will be fenced by Reserve Unit ldentification Code (RUCQ)).

(b) Discretionary IDTT funds will be obligated (spent) at the
“discretion” of unit CGCs/local PBFT.

(4) Throughout the FY, echelon VI and V conmands can conmuni cate
continuing IDTT funding desires/status to echelon IV commands via EPS.

(5) IDIT OM nmachine is used by field activities to process |IDTT
orders. IDTT OMwill also track the expenditure of IDTT funds. Echelon IV
conptrollers will forward to echelon V commands floppy disks with actual
(final) IDTT event costs (report symbol COWNAVSURFRESFOR 7100-20) as well as,
when applicable, amendment data for input (upload) into IDIT OM

(6) As a cost savings neasure, |DTT orders may be funded by a USN
gai ning command instead of the Naval Reserve. \Wen a gaining conmand agrees
to fund cost IDIT, the accounting data (fund site) will be forwarded fromthe
gai ning command to the echelon V activity supporting the SELRES affected via
the cogni zant echelon IV conptroller. Echelon V activity FTS personnel will
prepare |IDIT orders with the same infornation/sane format as regular |DTT
orders funded by the Naval Reserve. However, they will be manually entered
via a word processing program or other program conpl etely independent of
RIMS-OM  This is necessary to prevent overlappi ng of gaining conmand
accounting data with RPN data automatically generated by RIMS-OM A work
request from a gaining command nmay be used for unit(s) travel requirenents
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i nvolving large dollar anmpbunts. The work request may be either a DD 1149 or
NAVCOMPT 2275 sent to the cognizant echelon IV conptroller. Echelon V
activities may then nanually prepare IDIT orders using accounting data t-o be
charged against the gaining command’ s work request.

(7) RSTARS(MP) entries nust be expeditiously conpleted to ensure
SELRES receive drill pay for all |IDT periods in which travel and per diemwere
funded by a USN gai ning command.

4302. Sunmary of Command Responsibilities

a. COWNAVSURFRESFOR
(1) Provide IDTT guidance to field activities as appropriate.

(2) In conjunction with COWNAVRESFOR Comptroller, provide annual |DTT
OPTAR to echelon |V comands via the APF.

(3) Qur goal is to have short lead requests for travel nodes 1 or 5 on
| ess than 6 percent of all orders issued per command for unit personnel
performng IDTT with their gaining command/like platform Mre flexibility
will be allowed on short notice requests for emergent requirenments/peacetine
support for our active duty customer commands.

b. Echelon IV

(1) General. Echelon IVs will ensure adequate pre-IDTT |iaison
between their cognizant echelon Vs/Vls and training sites takes place. They
will ensure their subordinate echelon Vs properly track all IDTT events, from

initial planning to conpletion.

(2) Issue guidance as necessary to address region-unique procedural
requirenents for DCT IDIT. DCT training of unit personnel should be
acconplished to ensure the nost effective use of DCT equipnent.

(3) Receive and consider for funding IDTT requests from NRF ships and
squadron conmmanders. Requests should indicate specific training requirenments
and allow 60 to 120 days lead tine for those requests involving a GIR
Echelon IVs will ensure adequate |ogistical/admnistrative support is provided
for afloat |DTT.

(4) Echelon IVs will allocate IDIT funds received from
COWAVSURFRESFOR to their subordinate echelon V activities. The amount of
funds allocated to each center will be based on the overall anount of IDTT
funds available. Echelon IV activities may also retain sufficient funds to
support their staff SELRES. As RPN hol ders, echelon IV comptrollers nust
receive copies of all IDIT travel clainms and endorsed |IDIT orders fromtheir
echelon V training departnments so that the echelon IV conptroller may keep
accurate data on IDTT fund balances. The conptroller will forward to
subordi nate echelon V activities disks with up-to-date | DTT accounting data so
IDTT fund balances in IDTT OM nay be kept current.

(5) Liaison with COWAVSURFRESFOR (N3) on nmjor |DTT problens that
cannot be resolved at the echelon IV |evel.
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(6) Arrange and coordinate berthing and messing for their SELRES.
(7) Initiate Governnment Airlift Request nessage(s) for their SELRES.
¢c. Echelon V

(1) Issuing authority for IDIT orders. Track the status of all IDIT
evolutions frominitial request to conpletion and final turn in/liquidation of
travel claims and endorsed orders.

(2) Coordinate berthing and messing arrangenents wth the gaining
command or other training site.

(3) Initiate Government Airlift Request nessage(s) for supported
echelon VI travel (for travel npde 2 only)

(4) Coordinate transportation arrangenents with COWAVRESFOR (N33) for
travel nmodes 1 and 5.

(5) Initiate nmodifications to IDIT orders as required.

(6) Brief echelon VI COs on status of AT/ ADT/IDTT orders the drill
weekend before the month AT/ ADT/IDTT will be performed by SELRES, or sooner.

d. Echel on VI

(1) For all planned IDTT evolutions, establish direct liaison with the
training site to arrange specific required training. Confirm that arrange-
ments have been made by echelon IV and V activities for travel, subsistence,
and berthing. For nore information on pre-IDIT liaison with training sites,
see paragraph 4206 of this section.

(2) Determine status of all AT/ADT/IDTT orders with start dates during
the nonth following the nonth of the current drill weekend to ensure all unit
menbers receive orders and airline tickets on tinme.

(3) Be famliar with procedures to be followed in energency situ-
ations, including how to contact the echelon IV duty officer, when applicable.
Par agraph 4219h(6) of this section outlines procedures regarding energency/
travel problems. Planning will include contingency plans for training if
schedul ed IDTT is cancel ed.

(4) The echelon VI CO, or the designated person in charge of the IDIT
evolution, Wl ensure all personnel have conpleted their travel clainms and
turned themin to their RESCEN within 2 days of travel conpletion.

(5) A Navy Training Feedback System Report (COPNAV 1500/39) will be
sent to the echelon |V, via the echelon V activity if there is a need to
report training deficiencies that cannot be resolved within the Naval Reserve
cliamancy.

4303. Echelon VI _Planni ng Requirenents

a. The echelon VI CO is responsible for the proper budgeting, planning,
and adnministration of all unit |DTT.

|V-3-4



COMNAVSURFRESFORI NST 3502. 1C
31 AUG 1988

b. Lead times. The RIMS-OMentry date for IDIT applications 60 to 120
days before desired start date for travel nodes 1 and 5. As previously
di scussed, nore flexibility/exceptions to reconmended lead times will be
approved for short notice IDTT requested in response to a USN command emner gent
requirenent. Al involved in the planning and execution of IDTT will strive
to neet our goal of delivering IDIT orders/tickets to SELRES by the drill
weekend of the nonth preceding the nonth of the start date of the IDIT orders.

¢c. IDIT in conjunction with AT/ADT will be perforned imediately after
AT/ ADT, never before. SELRES rmust perform IDIT with AT/ADT at the same site.

(1) When IDTT is perforned in conjunction with AT/ ADT both the AT/ ADT
and IDTT clains should be settled by the servicing disbursing officer at the
training site.

(2) For orderwiting sites, ensure that if required, authorization for
a rental car is on both sets of orders. The nermber nust subnmit both the
AT/ ADT and IDTT clains to the AT/ ADT site servicing disbursing officer. The
rental car bill will be appropriately divided between the AT/ ADT and | DIT
orders . The original rental car receipt nust be included with the IDTT claim
The AT/ ADT clai m should include the following statement: "Original rental car
receipt subnitted with IDIT claim”

d. Scheduled IDTTs of 3 or nore consecutive days.

(1) IDTT Maxinum Duration. An |IDTT period may consist of a maxi mum of
8 consecutive cal endar days unl ess conducted in connection with flexible
drills policy.

(2) IDTT periods nust be scheduled per BUPERSI NST 1001.39C which
states that no nore than 16 drills will be performed during a given quarter
and no nore than 48 regular drills will be perforned for a given FY. Units
authorized additional drills in excess of 48 drills may use these drills to
acconmplish IDIT. The 16 drill limt per quarter may be waived if a menber is
approved for flexible drills. See paragraph 4303d(3) below. Ensure that
drills from 1 FY are not used to acconplish IDIT during another FY.

(3) IDTT perforned in conjunction with flexible IDT: IDIT may be used
by SELRES authorized to perform flexible IDI. The intent of this IDT option
is to provide unit COs added flexibility to schedule drills to nore readily
acconpl i sh peacetime support and conplete required extended formal school
t rai ni ng. Effective 1 October 1995, echelon VI COs are authorized to schedul e
up to a maxinum of 40 “flex” drill periods per FY in increments of one to 40
consecutive |DT periods. Their use in conjunction with IDIT is linted since
the nunmber of consecutive days authorized per set of IDIT orders is six. Per
COVNAVRESFORI NST 1001. 5C SELRES performng IDTT for periods |onger than 6 days
nmust acknow edge they incur an obligation through the end of the nonth for
whi ch advance drill(s) have been performed. |IDIT perforned in conjunction
with flexible IDT may be perforned separately or immediately after AT/ ADT.
SELRES perfornming IDIT in conjunction with flexible IDT will NOT exceed the 48
regular pay drill limtation per FY. Additional information on flexible IDT
may be found in COVNAVRESFORI NST 1001.5C.

(4) COWNAVRESFORI NST 1001.5C, which provides regul ati ons governing
rescheduled drills, states that echelon |V approval is required to reschedul e
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drills beyond “the month prior to, month of, or month following the regularly
schedul ed drill weekend.*“

(5) If personnel are due to transfer to nonpay status, regular drills
schedul ed after the transfer date nmust not be performed in advance as part of
I DTT. FTS personnel mnust ensure this does not occur, particularly for IDTT
periods of 3 or nore consecutive days

e. Individual IDTT. Entire units do not necessarily have to perform|DTT
as a group to receive neaningful training. Flexible and innovative scheduling
of IDIT, when acceptable to the gaining command, may be necessary for sone
SELRES to receive required training or perform peacetime support.

f. Locations where IDIT can be perforned. IDIT drills nay be perforned
in all locations except Japan. |IDIT may be done in Panama only if perforned
in conjunction with AT/ADT. COWNAVRESFORI NST 1571.7H states that Status of
Forces Agreenments with these countries prohibit the performance of drills/

I DTT. Travel/Country clearances for |DIT perforned OUTCONUS nust be prepared
in the sane manner as clearances for AT/ ADT perfornmed OQUTCONUS (see paragraph
4214b of this section).

g. See rental car guidance in paragraph 4218 of this
section.

h. Scheduling Governnent Travel. The cogni zant echelon V and IV is
responsi ble for requesting government airlifts (travel node 2) when desired
VWiile these lifts are a trenmendous cost benefit, it should be noted that in
many instances they will not be available, and lead times by that point may be
too short to reschedule a planned IDTT using GIR(s). The governnent airlift
request format is located in OPNAVINST 4631.2D. The Joint Federal Travel
Regul ations (JFTR) prohibit requesting government airlift and obtaining GIR(s)
si mul t aneousl y.

i. Uniform requirenents. SELRES must have correct unifornms for |DTT
unl ess local waivers are authorized by echelon IV conmanders for |IDIT at
echelon V sites in their claimancy (for SBS or DCT, or the active duty gaining
conmand has agreed in advance to accept SELRES for training despite uniform
limtations, and has specified alternate appropriate attire
j.  Conference fees
(1) Conferencel/registration fees are reinbursable to cover

(a) The cost of the roomin which to hold the neeting/training/
seni nar.

(b) The cost of reporting the neeting (i.e., a stenographer or
vi deotaping) , and/or

(c) the cost of relevant literature distributed, and other
i nci dental costs.

(2) Conference fees will not be reinbursed when there is no docunented
expense other than food costs.
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(a) When a conference fee is required during an IDIT period, the
I DTT orders must specify the G&WNR |ine of accounting (17_1806_) to cover
the conference fee cost. RPN funds will not be used for the paynent of
conference fees. An SF 164, specifying the O%NR accounting data, will be
submtted by individual SELRES for reinbursenment of Conference fees foll ow ng

conpletion of the IDIT period.

(b) Food costs included in a “conference fee” cannot be clained by
a menber both as per diem and as part of the conference fee. [f a menber
desires to claimthe full anount of a conference fee which included neal
costs , it nust be stated on the Travel Voucher (DD Form 1351-2) in block 5
that they received this meal at “no charge. " This will cause the PERSUPPDET
processing the travel claimto withhold the allotted amunt of per diemfor
this meal.

(c) Personnel attending a conference on no cost orders my be
reimbursed for the conference fee. This includes neals included in the fee if
the attendance of the person during the neal was necessary for full partici-
pation in the scheduled neeting, and the attendee was not free to partake of
neal s el sewhere without having been absent from essential fornmal discussions,
| ectures, or speeches inportant to the purpose of the conference. The nenber
will file for reimbursement using SF 1164, citing the O&M\R appropriation data
di scussed above.

(d) No after conference evening social events, such as dining out
and banquets, are to be considered a reinbursable nmeal inportant to the
purpose of the neeting.

(e) NAVSO P-1459 and COWNAVRESFOR P7100 1A contain additional
information on conference fees.

4304. |DIT Oder Processing by Echelon IV and V Activities

a. Ensure of the follow ng when an IDTT request is submtted:

(1) Lead time requirenents have been net. As stated previously, short
lead tines are acceptable for valid enmergent requirenments only.

(2) Al SELRES home addresses are current.

(3) The gai ning command has been contacted (procedures discussed in
paragraph 4302 of this section).

(4) Security clearance information is on hand at the gaining conmand
or will be submtted before arrival (see paragraph 4217 of this section)

bh. Directive (cost) IDIT eligible personnel

(1) Al pay Category “A’ SELRES except those personnel who do not neet
physi cal readiness standards.

(2) Sea and Air Mariner Category “Q personnel.

(3) Internediate naintenance activity personnel in a 48 drill pay
status.
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(4) Nonprior service Category ‘X' personnel, primarily APG SELRES.
c. VTU personnel are not eligible to performcost |DITT.

d. The physical readiness requirenents specified in paragraph 4211 of
this section also apply to |IDTT.

e. OUTCONUS/ Afl oat Medical/Dental Requirenents. The QUTCONUS and afl oat
medi cal / dental requirements specified in paragraph 4214 of this section also
applies to IDIT performed OUTCONUS and afl oat.

f. Pots : Use the sane phone nunbers listed in paragraph 4224 of this
section for the follow ng conmands:

(1) COVNAVSURFRESFOR (N3)
(2) COWAVRESFOR (N33) AT/ ADT/IDTT Orderwiting Services Division

g. Logistics/funding: Planning should include cost effectiveness of
I DTT. The nost economical node of travel (travel mobde 1 or 5) is nandatory
unl ess ot her arrangenents are authorized by COWAVSURFRESFOR (N3). Use of
adequate government quarters, if available, is nandatory.

h. Scheduling governnment airlifts. The Navy Air Logistics Ofice is the
overall coordinator for Navy airlifts. @uidance for the usage of Navy air-
lifts can be found in OPNAVINST 4631.2D. For energencies and further
information, Naval Air Logistics Ofice tel ephone nunbers are: DSN
678-1184/5/6 or commercial (504) 678-1184/1185/1186. Al airlift requests,
modi fications, or cancellations nust be conpleted by naval nessage in the
format per OPNAVINST 4631. 2D. If a scheduled government airlift is canceled,
the IDIT period is effectively canceled. Do not attenpt to salvage the IDTT
period using any other nmpbde of transportation.

i. Berthing requirements at the training site. Berthing requirenents for
i ndi vi dual s/ groups performng IDTT shoul d be coordinated in advance. One of
the nost positive norale factors associated with the performance of IDIT is
for SELRES a to experience berthing problems upon arrival at the IDIT site.
Conmand i nvol venent, both at the echelon V and VI levels, is a nust; all
concerned shoul d consider this coordination a personal responsibility.

j. Creation of after-the-fact IDIT orders is not authorized.

4305. |IDTT Travel and Airline Ticket Process

a. COWNAVRESFOR (N33), AT/ADT/IDIT Orderwriting Services Division, serves
as the clearinghouse and control point for all GIRs requested for |DTT travel
(e.g., managenent of the teleticketing machines and |iaison with NAVPTO New
Ol eans).

b. NAVPTO New Orleans is the only NAVPTO authorized to schedul e/
reschedul e travel and issue tickets for IDIT (travel nodes 1 or 5). Under no
circunstances wll individual nenbers or echelon VI COs change transportation
arrangenents or carriers schedul ed by NAVPTO New Ol eans or revalidate tickets
without prior approval from COWNAVRESFOR (N33).
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c. Goups of 21 or nmore. Travel arrangements for groups of 21 or nore
SELRES must be coordi nated by NAVPTO New Oleans with the Mlitary Traffic
Management Command.  Echel on VI and V conmands should be aware that routing a
unit application of 21 or nore seLres takes approximately 3 weeks additional
processing tine.

d. Prepaid airline tickets. Prepaid tickets are issued by NAVPTO New
Orleans when it is not possible to deliver the airline ticket to the nenber
via echelon V teleticketing before the scheduled departure date. Prepaid
tickets will normally be issued when a GIR is requested within 10 working days
of the departure date. SELRES are directed to tel ephone the airline ticket
counter at their local airport at |east several hours before departing for the
airport to confirmthat a prepaid ticket is on hand for them [f a menber
checks in at an airline ticket counter and is informed that the prepaid ticket
has not been received they should contact their echelon V and explain the
problem  The echelon V in turn nmust contact NAVPTO at (504) 678-6198 during
normal working hours or the Commercial Travel Ofice after normal working
hours at 1-800-359-9999 to resolve the problem

e. Unexecuted orders/unused airline tickets. Al hands should realize
that timely return of unexecuted orders and unused airline tickets by SELRES
and tinmely return of tickets to NAVPTO New Ol eans by echelon IV and V command
wll greatly increase the anmount of IDTT funds avail able during each FY. Once
funds are obligated for an unused airline ticket, they cannot be used again
until the appropriate ticket(s) are returned.

4306. Traveling To/From Assigned Gaini ng Command

a. POCif ticket is lost or stolen: If airline tickets are lost or
stolen once travel has begun, a replacenent ticket may be issued by the
originating airline. The menmber nust pay for any service charge assessed per
the U S. Navy Travel Instruction. |f unable to replace the ticket, and
menber cannot pay for a new ticket, the SELRES is to contact COWAVRESFOR Duty
Ofice at (504) 678-5313 for further travel instructions.

h. Altering airline tickets. Airline tickets issued by NAVPTO New
Orleans for IDTT travel should not be altered by the SELRES. In cases where
necessity dictates that tickets be altered, it should be noted that the
original, government provided ticket guaranteed seating and the renegotiated
ticket does not. COWAVRESFOR (N33) will be contacted before revalidating/
renegotiating any ticket.

C. Prepaid airline tickets. See paragraph 4305d of this section.

d. Using another individual’s ticket. SELRES will not use an airline
ticket which has been issued to another SELRES.

e. Wat to do if assigned flight is mssed: Conmon sense at this point
should prevail. The airline ticket counter may accept a NAVPTO i ssued ticket
and reissue a ticket for a later flight at no extra charge. [f additional
charges are involved, the government will not be liable for these charges. If
no later flights are available, the nember should inmrediately contact their
echelon IV or V activity.
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f. Use of government credit card. An American Express credit card may be
i ssued to any government traveler who is expected to perform TAD/ t enporary
duty (e.g., IDIT at least twice a year). Authorized travel expenses include,
but are not limted to:

(1) Lodging

(2) Meals

(3) Car rentals

(4) Oher incidental expenses

g. \Wen a SELRES is authorized to personally procure conmercial trans-
portation (travel node 7), reinmbursenent is per JFTR paragraph U3110-B. If
cost of transportation between authorized points is $100 or less, actual cost
will be reinbursed; if cost of transportation is nore than $100, rei nbursenent
will not exceed the cost had a GIR been used. \hen using travel mode 7,
travelers with an American Express charge card are eligible for the governnent
contract rate and should request this rate fromthe commercial carrier.

Travel nmode 7 for IDTT may only be authorized by cognizant echelon |Vs.
I nsurance coverage and government liability for lost/m splaced tickets is the
same as discussed in paragraph 4219 of this section.

4307. BOQ BEG Service Charges for SELRES on IDTT. See paragraph 4220 of this

section.

4308. Conpleting IDTT Period/Travel C aim Subm ssion. Endorsed orders,
travel clains, and appropriate receipts will be submtted within 2 days
followi ng completing the IDIT. Endorsed IDIT orders will also be used to give
SELRES drill pay/drill credit. Reservists should be provided a blank travel
claimwth their orders. Reservists should in turn provide their parent
RESCEN a travel claimw thin 2 days of conpleting travel. \en the claimis
received, the RESCEN shoul d process and forward it to the supporting
PERSUPPDET. Do not submit IDIT travel clains via the REDCOM [f a REDCOM
conmand desires to see these travel clains, a copy of the claimformonly
shoul d suffice. PERSUPPDET is authorized 10 working days from actual receipt
of the claimto process clains per the Navy travel instruction. RESCENs are
to hand deliver or mail the checks to each Reservist immediately upon receipt
from PERSUPPDET. Do not hold checks for any reason. Lastly, liquidating
copies of orders or summary reports must be provided to REDCOVsE quickly to
ensure proper adjustnents are made to official accounting records.
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SECTION |1V
EXECUTI ON
CHAPTER 4
TRAI NI NG DOCUMENTATI ON
4401. Ceneral. Once training is acconplished, it nmust be properly docunented

in RSTARS(TM. Since inaccurate reporting of conpleted requirements can | ead
to poor resource planning, it is inperative to maintain records that reflect
all acconplished training, particularly formal schools. Accurate record
keeping also hel ps identify m ssed training evolutions that can be

reschedul ed.  SELRES personnel are authorized to input and update training
acconpl i shnents in RSTARS(TM when deened appropriate by the RESCEN CO
RESCEN COs will ensure that all personnel entering changes in RSTARS(TM are
properly trained and that quality assurance of the RSTARS(TM database is

mai ntained at all tines. I nputting/updati ng of RSTARS(TM data by SELRES
personnel will be on a not-to-interfere basis with required training.

a. Al training acconplishments for which a TSN exists, including
nonbillet related training, will be entered in RSTARS(TM for all SELRES
personnel drilling at the RESCEN. Nontraining events and events that are not
specific training requirements (IDTT, off-site drill) do not need to be
documented as acconplished. Final qualifications nmust be validated by FTS
training personnel with proper documentation prior to entry in RSTARS, and
will be entered within 5 working days of receipt fromthe unit if FTS
personnel are making the entries, and before the end of the drill weekend if
SELRES are entering data. Training acconplishnents will be entered in
RSTARS(TM first and then forwarded to the RESCEN Personnel departnent/
PERSUPPDET for appropriate service record entries (when applicable).
“Nontraining evolutions” i.e, PBFT, CAPT's Call, PRT need not be entered into
the RSTARS(TM. Evolutions such as |IDIT, rescheduled drills, off-site drills;
need not be entered either. Wat was actually acconplished while on |IDTT or
rescheduled drills does need to be entered in to RSTARS(TM.

h. The Chief of Naval Personnel directs that certain training acconplish-
ment nust be entered on the Enlisted Qualification Hi story (NAVPERS 1070/ 604)
of the enlisted service record, or Admnistrative Remarks (NAVPERS 1070/ 613)
for officers. Follow BUPERS directives for required service record entries.
Only those entries required by BUPERS will be made in the official service
records. RSTARS(TM constitutes the official docunentation for all other
trai ning acconplishnents.

¢c. FTS personnel will ensure that an accountable service record entry
tracking systemis in place. This is particularly critical when the center is
serviced by a PERSUPPDET. Conmi ssioned unit COs are responsible for service
record docunentation for their personnel.

4402. RSTARS(TM Reports. RSTARS(TM includes many reports that can be used
to plan and admnister a dynamic and focused training programat the unit and
center levels. The RSTARS(TM End User’'s Manual should be used as the
reference to determne the full capability of the systemand all available
reports. The nonthly devel opment of a CTS and UTSs for all units drilling at
the RESCEN is mandatory. The followi ng reports are considered essential to
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training managenent, and should be used individually or collectively at the
discretion of the RESCEN CO  Training Requirenments Report, Training

Requi renent s/ Per sonnel Report, Training Conparison Report, |TP Summary by Unit
Report, Unexcused Absence Report. All other reports should be used as deened
appropriate by the RESCEN CO

4403. Job Qualification Requirenents (JORs). There are two types of JQRs in
| TPs: Those that are specific to a certain skill or equipnent, and a generic

gai ning command JQR.  The gaining command JQR al | ows i ndi vi dual gaining
commands flexibility in prescribing training requirenents pertinent to their
respective conmand. JQRs will consist of those billet specific requirenents
beyond those in RSTARS(TM | TPs which the gaining command and/or unit CO deens
necessary for the Reservist to complete before being fully billet qualified.
Ideal ly, JQRs assist individuals in becom ng functionally conpetent in their
respective work environnents.

a. Once JQRs are devel oped by the gaining conmand/ unit, the gaining
command CO through the unit CO w |l provide the RESCEN FTS personnel with a
copy which will be mintained on file.

h. JQRs will be maintained by the unit CO who will report partial
conpl etion to RESCEN FTS personnel based upon | ocal docunentation procedures
for awarding partial points.

c. Units with JQRITP line items will establish and maintain a list of
unit personnel authorized to sign off JQRs, and will provide a copy to the
RESCEN CO. Gaining comrand certification of conpleted JQRs may be docunented
by nmenorandum official |etterhead correspondence, or perfornmance input
menoranduns . Only those JQRs signed off by authorized personnel and/or
certified by the gaining conmand will be entered into RSTARS(TM as conpl ete.

d. Units with “As determ ned by gaining command” as the reference for
JQRs will submit TRRs to renove the requirenent if it is not supported by
written gui dance fromthe gai ning command defining the JQR

4404. Gining Command Familiarization/lndoctrination. The TSN for gaining
conmand fam liarization is identical throughout all RSTARS(TM |TPs.  There -
fore, conpletion dates for gaining conmand fam |iarization/indoctrination must
always fall after the date of assignment to a new unit. At the discretion of
the RESCEN CO, if a menber is subsequently assigned to the sanme type unit, the
qualification will be accepted as conpleted for readiness reporting and a
conpl etion date will be entered in RSTARS(TM to coincide with the date of
assignment to the new unit.

4405. RSTARS(TM Local TSN Maintenance. The |ocal TSN nai ntenance option
provides a nethod of creating and maintaining a database of |ocally prepared
TSNs. These TSNs are then used in the devel opnent of CTSs and UTSs. Local
TSNs may be added, nodified, or deleted at the discretion of the |ocal RESCEN
co. It is inportant to ensure that no local TSN is created for a TSN that is
presently in the Headquarters TSN database. The follow ng policy and
procedures will be used when devel opi ng | ocal TSNs:

Assign an individual with the collateral duty of Local TSN Coordi nator
(LTC) with the responsibility of tracking and assigning local TSNs. Ideally
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the Instructor Coordinator (1C or TO would assune this collateral duty. Only
the LTC will have access to the |ocal TSN numi ntenance option of RSTARS(TM

h. The LTC may assign TSNs in any al phanumeric order desired. However

assignment of TSNs nust be accurate and consistent. It should be noted a
locally created TSN for which an individual has been credited as an
acconplishment will invalidate the acconplishment. Reuse of the nunber at a

later tinme will make individuals appear to have conpleted items previously
assigned that old nunber.

¢c. For every local TSN created to support specific training evolutions,
there nust be a locally prepared | esson plan/outline devel oped and on file in
the RESCEN library. Local TSNs for itenms such as nuster, PBFT, or church cal
do not require lesson plans or outlines. Lesson plans/outlines may be
approved by the 1C, RESCEN TO, or RESCEN CO.  The lesson plan/outline will be
filed by subject with the local TSN clearly identified. |If there is a
requirenent to create a local TSN to conduct |ocal training, there nust be
some review of the information to be dissemnated during the training. The
| esson plan or subject topic outline provides reference material that should
be used (and continuously updated) anytine the training is conducted. Loca
TSNs created for off-site drills and IDIT are di scussed bel ow and are exenpt
fromthis requirement

d. The LTC should develop local TSNs to identify specific off-site dril
| ocations for those units routinely drilling off-site. This will facilitate
devel opment of RSTARS(TM UTSs for wunits drilling off-site. When creating
this type of TSN, the geographical |ocation of the off-site drill should be
identified in the description block (e.g., off-site drill at Naval Supply
Center, Naval Base, Norfolk, Virginia). The above procedures also apply for
units performng IDIT. See paragraph 3406 of this instruction.

4406. |RADs. The IRAD is the means by which individual readiness is reported
and translated into unit readiness. It is a five character al phanunmeric code
representing training readiness information on the billet incunbent.
COWNAVRESFORI NST 3501. 1K governs the assignnent and reporting of |1 RADs for
SELRES. Unit COs are responsible for the readi ness assessment of all menbers
of their units.

a. Crediting IRAD points. [Each Reservist is assigned the first and
second characters of an | RAD code based on their | TP acconplishments/
docunmentation. These two characters represent the individual’'s percentage of
compl eted essential training TP items. The third character of the | RAD code
is no |longer used. The fourth and fifth characters reflect the date (nonth/
year) the IRAD code was updated and are system generat ed.

b. Updating | RAD codes in RSTARS(MP). One nethod that allows for
efficient changes of IRADs in RSTARS(MP) is the annotation of the Training
Compari son Report. This report, when produced after all training accom
pli shments have been entered in RSTARS, can be annotated to reflect
changes made to the | RAD code based upon changes fromthe percent qualified
bl ock of the ITP. Since the |IRAD and percent qualified block will always be
equal , changes to | RADs can be acconplished by sinply reviewi ng the report and
annotating the |IRAD colum when applicable. The RSTARS(TM Trai ning
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Conpari son Report can then be used as a source docunent to make the
appropriate RSTARS(MP) readiness entries.

4407. Exanple Training Docunentation Matrix. Exhibit 1V-4-1 of this section
provi des suggested nethods of docunenting |TP requirenents.

4408. Responsibilities. Accurate record keeping is a vital part of
validating unit readi ness and docunenting individual training qualifications.
The various responsibilities detailed below are in support of maintaining a
training acconplishment validation process which will enhance the Naval
Surface Reserve Force’'s ability to accurately report nobilization readiness.

a. RESCEN CO wl|:

(1) Designate no nmore than two FTS personnel as RSTARS(TM system
managers.

(2) Coordinate with PERSUPPDET (when applicable) to ensure tinely and
efficient service record entries to docunent conpleted training.

h. RESCEN Training Oficer wll:

(1) Ensure that documenting the training acconplishments, entered into
RSTARS(TM), is routed to the RESCEN personnel department to update the service
records.

(2) Conduct regular follow up spot-checks of service records to verify
that records have been updated.

(3) Ensure that when SELRES personnel transfer from the RESCEN, a
downl oad of individual training acconplishments is nmade onto a diskette to be
forwarded to the new conmand along with the service, nedical, dental, and risk
factor screening/PRT records,

(4) Ensure distribution of the classroom muster sheet to each unit
having a trainee listed on the 3500 Mister Report.

(5) Ensure receipt of all required classroomnuster sheets from each
instructor.

c. Unit COs wll:

(1) Ensure that each Reservist is advised on the proper nethod of
documenting individual training acconplishments (i.e., certificate of course
conpl etion, conpleted PQS, classroom nuster).

(2) Periodically spot-check RSTARS(TM | TPs agai nst service records
for accuracy.

(3) Provide annotated ITPs or |ITP Summary by Unit Report show ng
conpl eti on dates and supporting docunentation to the RESCEN training
department before the end of each drill weekend, or make entries in RSTARS(TM
if local policy permts.

d. Unit TO petty officer will:
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(1) Provide proper docunentation of nobilization/ITP required training
acconpl i shments to the unit CO for review and approval.

(2) Attach conpleted classroom nuster sheets to the UTS to docunent
GMI, physical fitness, and other special evolutions when required by | ocal
policy. Enphasi s shoul d be placed on using RSTARS(TM automated nuster
procedures whenever possible.

(3) Annotate the UTS to indicate conpleted training or the reason
training was not conpleted.

(4) Ensure that those required training evolutions not conpleted are
reschedul ed via the UTS.

4409. Firefighting (FF)/Danmage Control (DC)/Chemical, Biological, and

Radi ol ogical Defense (CBR-D). Navy veterans and Sea and Air Mariners who have
conpl eted basic training can be awarded credit for the follow ng TSNs (unless
ot herwi se noted in their respective service record that the specific training
was not received):

TSN DESCRI PTI ON

MED- OO0 Q036 [ntroduction to CBR-D
CNJ- 495- 0412 CGeneral Shipboard FF (Only if attended basic training during
previous 6 years)

For Enlisted Surface Warfare Specialist/Submarine Specialist (SS alified
Enlisted personel: In addition to TSN MED-000- 0036 and CNJ-495-0412,
Enlisted Surface Warfare Specialist/SS qualified personnel may al so be awarded
credit for:

PQS- 000- 0543 Basi ¢ Damage Control PQS
PQS- 000- 0001 Shi ps 3M PQS Mai nt enance Man
PQS- 000- 0002 Ships 3M PQS Work Center/ G oup Supervisor

For Surface Warfare Oficer/SS Qualified Oficer personel: Credit for the
follow ng TSNs may be awarded (date nember received designation as Surface
warfare qualified will serve as the conpletion date):

MED- 000- 0036 Introduction to CBR-D
CNJ- 495- 0412 General Shipboard FF (if warfare qualification obtained
within previous 6 years)
PQS- 000- 0003 Shi ps Mai ntenance and Material Managenent
(Division Oficer)
PQS- 000- 0543 Basic DC
PQS- 000- 0572 Advanced DC/ Emergency Parties
(I'nport)
PQS- 000- 0573 Advanced DC/ Emergency Parties
(Under way)

For Aviation Warfare qualified officer/enlisted:

MED- 000- 0036 [ntroduction to CBR-D
CNJ- 495-0412 General Shipboard FF (if warfare qualification obtained
within previous 6 years)
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For APG Personnel:

PQS- 000- 0466 Basic DC
(First Ald and CBR-D only)

NOTE :  No training requirements, other than those |isted above, may be
satisfied by accession |evel training.

4410. Enployment of In-Assignment Processing (1AP) Personnel. |AP personnel
do not have nobilization billets and, therefore, cannot be assigned a Reserve
Billet Training Plan (RBTP) in the RSTARS-TM system It is inportant,

however, that these Reservists be neaningfully enployed. The Reserve unit and
RESCEN COs nust determne the best enploynent of I|APs. Sonme may contribute
the nmost to the Navy by providing peacetime support while others m ght best be
enpl oyed training for an anticipated billet/mobilization assignment or
conducting general rate training.

| V-4-6



TSN
PREFI X

FAM

NEC

PQS

MED

MED

STS

JR

QIT/ KNO
MS

Exhi bi t

COMNAVSURFRESFORI NST 3502. 1C

31 AUG 1998

I V-4-1

TRAI NI NG DOCUMENT NMATRI X

TRAI NI NG REQUI REMENT

Gai ning Command/ Uni t
I ndoctrination

Navy O ficer
Code (NOBCO)

Billet

Navy Enli sted
QG assification (NEC
Code

Personnel Qualification
Standards (entire PQS
or individual sections
may be docunent ed)

Basic Life Support
(BLS)

Advanced Cardiac Life
Support (ACLS)

SQP
Correspondence Cour ses
QG her Formal Courses

Job Qualification
Requirenents (JQR)

Know edge/ On-t he- Job/
M scel | aneous

Trai ni ng
Ceneral Mlitary
Training. (Directed
Trai ni ng)

DOCUNVENTAT] ON

Memo from unit CO
Must er Sheet

BUPERS/ NAVRESPERSCEN
Letter, DD- 214

BUPERS/ NAVRESPERSCEN
Letter, DD 214,
RSTARS RUAD

PQS Final
Qualification Package,
PQS Section Package

w th authorized

Anerican Red Cross
or Heart Association
Card, Command
Certification with
qualified instructor

Anerican Red Cross
or Heart Association
Card

Gai ni ng Command or
Unit CO Letter/Meno

Unit CO TO
Letter/Memo

3500 Muster Sheet
attached to UTS
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FI LE/ ENTRY
REQUI RED

Updat ed | TAR

RSTARS RUAD
or Service
Record

RSTARS RUAD
and S/IR Pg 4

S/'R Pg 4
(Enlisted)
S/'R Pg 13
(Oficer)
signature

S/IR Pg 4
(Enlisted)
copy of
Certificate
in S/IR
(Oficer)

S/IR Pg 4
(Enlisted)
Certificate
in SR
(Oficer)
Letter
Certificate
in SIR or
Pg 13
(Officer)

RSTARS(TM

RSTARS(TM

RSTARS(TM
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SECTION |1V
EXECUTI ON
CHAPTER 5
FEEDBACK REPCRTS
4501. General. To ensure continual process inmprovement, it is essential that

there is effective conmmunication between all echelons in the chain of conmmand.
There are several existing formal nethods for providing feedback to higher
authority, and there are additionally recommended informal means of providing
f eedback.

4502. TRRs. TRRs are used within the Surface Reserve Force to comnmunicate to
the chain of conmand the need for resources that may not be readily avail able
at local training sites. Unit COs conmonly use TRRs to request additional
courses from RESCENs. In turn, RESCEN COs use themto request additional
courses, instructors, or funding from REDCOMs. TRRs are also forwarded to
COVNAVSURFRESFOR (N71A) to report admnistrative discrepancies in RBTRs/I TPs.

a. Example of TRR submission. An administrative error on RBTRs/ITPs
(such as course deletions or spelling errors) warrants TRR subnission via the
chain of command. Once a TRR has been received at COMNAVSURFRESFOR, approved
changes will be made to the electronic database and revisions will be seen
when the next RSTARS(TM update is acconplished. Reservists may train and
readi ness may be reported to the revised requirenents once approved TRRs are
received.

b. Inportance of the TRR The TRR is one of several nethods to identify
actual training deficiencies. |f REDCOVMs receive TRRs and determ ne that they
represent training deficiencies that involve training matters affecting
personnel beyond the Naval Reserve, they should forward themto Chief of Naval
Education and Training via the Navy Training Feedback System discussed in
OPNAVI NST 1500. 71.

¢c. Submssion Cuidelines. Follow ng these guidelines contributes to
faster response to TRRs by COWNAVSURFRESFOR (N71A) personnel:

(1) If there is a question about an ITP or TSN, provide the |ITP number
(i.e., E-04-28-XXXX) or TSN.

(2) If a question is billet-related, provide the RU ¢ RBSC/ AU C
i nformation.

d. NOBC/NEC/Billet Descriptions/ TRRs. TRRs are not an appropriate means
to change billet descriptions or titles, NOBC/ NECs, and rate/rating. These
itens can only be changed via Total Force Manpower Managenent System by the
gai ning comand per OPNAVINST 1000. 16J.

4503. Informal Feedback to RESCENs. It is critical that unit COs provide
feedback to the RESCEN FTS personnel regarding problens associated with
berthing, travel clainms/pay. These issues should always be resolved at the

| owest possible level, however, they should be brought to the attention of the
chain of command whenever necessary.

[ V-5-1



COMNAVSURFRESFORI NST 3502. 1C

31 AUG 1998
SECTION |V

EXECUTI ON
CHAPTER 6
| NSTRUCTORS

4601. |C_ An active duty FTSIC will be assigned in witing by the RESCEN CO
(collateral duty notice is sufficient). The 1C nmust hold the 9502 NEC. |f
this prerequisite has not been net, a school quota will be requested to

fulfill this requirement. For small activities, the RESCEN CO nmay appoint a
SELRES I C in the absence of a qualified active duty individual; however, an
FTS individual will be assigned as an assistant to handle any requirenents
outside of the drill weekend. The ICw Il maintain a current list of all
available instructors/SMEs. At the beginning of each FY, the IC will produce
an RSTARS(TM Instructor Enploynment Report to identify areas of expertise of
assigned personnel and provide a copy to all unit CGCs.

4602. Instructor Assignment. An instructor is an individual (active duty or
SELRES) who holds NEC 9502. The area of instruction may not always be within
the field of the instructor’s technical expertise. Gven anple time to
prepare, an instructor should be able to conduct formal classroomtraining for
a variety of subjects. Areas of instruction should normally be within the
instructor’s technical field(s) of expertise whenever possible. Prospective
instructors nust neet the prerequisites listed in the CANTRAC for FTS
personnel or NAVRESPRODEVCENNOTE 1500 for SELRES.

4603. SME. An SME is an individual who has thorough know edge of a
particular subject or area. This know edge may have been obtained from nmany
sources such as: Formal schools, QT, or civilian occupation experience.
SMEs should receive, at a mninum the 2 day Instructor Training Course. All
candi dates for SME duty will be certified by the unit COto conduct unit
training or the RESCEN CO for consolidated training. Once certified, all
instructors and SMEs will be entered in the RSTARS(TM Instructor Update
option to identify their status.

4604. Instructor Cadre. Once certified, the ICwll ensure that the
RSTARS(TM Instructor Update option reflects all approved instructors/ SMEs.
Once the Instructor Update is conpleted, the IC will produce an RSTARS(TM
Instructor Listing Report identifying all personnel designated as an
instructor or SMEE The ICwill ensure all unit COs and key training personnel
receive an updated copy of the Instructor Listing Report. This final approved
list of instructors/SMEs are the center’'s cadre of instructors. The cadre of
instructors will be available to conduct training for all units assigned.
While instructing classes is an extrenely inportant responsibility, this wll
never take the place of receiving required billet training. Wen an
instructor/SME is identified to conduct training, the ICwll ensure that the
instructor receives a copy of the RSTARS(TM CTS which lists all schedul ed
training and assigned instructors for a drill weekend.

4605. Instructor Training. The IC will ensure that all instructors are
adequately trained by:

a. Requesting quotas for instructor training.
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b. Providing in-house training on class presentation, curricula
preparation techniques and training resources famliarity.

c. Obtaining a quota for the 2 day Instructor Training Course; or
conducting the course |ocally.

4606. Instructor Notification. The ICw Il ensure that notification of
instructors who are scheduled to conduct training takes place. This wll be
acconplished at least two drill weekends in advance of the schedul ed cl asses.
Al “instructors will be notified of scheduled training evolutions before
conpleting the drill weekend to nmeet the two drill weekend |ead/tinme

requi renent.

4607. Training Aids/Curriculum Preparation. Once the instructors are
notified of a scheduled class, they will be responsible for providing a |ist

of required training materials to the TAL. The TAL will report any scheduling
conflict with equipnent to the IC imediately. The TAL should ensure the
requested equi pnent is available and ready for use at the scheduled time. The
TAL should also informthe instructor of any new inproved aids available to
teach the class. Training materials which are not held will be ordered

i medi ately.

4608. (dass Preparation. Instructors will be famliar with all available
training materials which may be related to the subject assigned. In nany
cases courses have been developed for the subject assigned. |If a specific.
course has not been devel oped there are usually QSPs or audiovisual materials
avai |l abl e which can be included in the instructor’s |esson plan. The
materials should be reviewed and appropriate itenms used to devel op a subject

| esson plan. This initial lesson plan will be submtted to the IC at |east
one drill weekend before the scheduled class for approval. A copy of the

[ esson plan will be maintained on file at the RESCEN as long as it is current.

4609. Instructor Evaluation. The IC will ensure each assigned instructor is
eval uated using the dassroomlInstructor Evaluation Checklist CNET-GEN 1540/ 4
(Rev. 9-92). NAVEDTRA 135 (Navy School Managenent Manual) provides anplifying
gui dance on the instructor evaluation process and may be used. A1
instructors/SMEs will be evaluated at |east annually. The ICwll ensure

eval uations are conpleted for all FTS instructor/SVE personnel. Each unit CO
W |l ensure the evaluations for SELRES instructors and SMES assigned to their
respective unit are conducted. The IC may assign any instructor as an
evaluator. All evaluations will be conducted discreetly with a brief fromthe
evaluator with the instructor both before and following the class. The IC
will ensure that unit COs not famliar with conducting instructor evaluations
are briefed on the particul ar aspects of conducting eval uati ons. [f an

eval uator determnes that an instructor’s performance is deficient, the 1C and
RESCEN CO wi || review the eval uation and determ ne resol ution.

4610. Training. The ICw |l conduct instructor training on a quarterly basis
for all assigned instructors and SMEs. This training will focus on instructor
responsibilities (as they relate to each individual conmand), training
resources famliarity, instructor techniques, and library famliarization.

4611. Master Training Specialist (MIS). This program has evolved from an
award program to a formal certification process. MIS certification signifies
that an individual has achieved a standardized |evel of excellence as an.
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instructor and denonstrates a thorough know edge of training adm nistration
and curriculum devel opment managenent. Pertinent references include:

COWAVRESFORI NST 1414.1; CNETINST 5000. 5A; Master Training Specialist Job
Qualification Requirenents (JQR) Handbook supports CNETINST 5000.5A. All MIS

packages must be submitted to COWNAVSURFRESFOR (N72). MIS selectees will be
presented with a Certificate of Acconplishment forwarded by COMNAVSURFRESFOR,

and an entry will be made in the menber’s service record.
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ANALYSI S
CHAPTER 1
READI NESS
5101. General. Once training has been acconplished and properly docunented

in RSTARS(TM and RSTARS, several automated reports are provided to allow
the chain of command to oversee and nonitor the training readi ness of

i ndi vidual Reservists, Reserve units, all of the Reservists assigned to a
particular gaining comand, and the entire Surface Reserve Force. This
analysis will be conducted at every echelon at |east once per nonth.

5102. References. COWAVRESFCORI NST 3501. 1K provi des policy for assessing the
readi ness of augment units in the Naval Reserve. Conmi ssioned units report
readi ness via SORTS following the guidance in NW 10-1-11. The renainder of
this section will address readiness of augnent units only.

5103. Autonmted Systens Support. COWNAVSURFRESFOR uses the foll owi ng
automated information systenms to nonitor readiness:

a. RSTARS . The RSTARS systemis used at the echelon IV and V level to
input and retrieve personnel, training, and nedical information. The RSTARS
system contains three nodules: RSTARS(MP) for manpower data, RSTARS(TM for
training information, and RSTARS(MV) for nedical data. RSTARS-MP can exchange
certain data with RSTARS(TM and RSTARS(MM). RSTARS(MP) then communi cates
data to echelon’s Il and Ill electronically by uploading to the RTSs.

h. Conmmand Training Managenent Mdule (CTMM. CIMMis the system used at
the echelon |V level to oversee and nonitor training readiness and schedul i ng.
RSTARS (TM can electronically transfer training information to the CTMM at
echelon V. CTMM gi ves echel on commanders various reports options for
reviewing and analyzing this data.

c. RTISS. RISSis also referred to as the renpte headquarters system
because it is the headquarters system which receives the updates from
RSTARS- MP data transmissions. RTSS provides information, for both personnel
and training readiness, that can be assenbled by individual, Reserve unit,
REDCOM or force. This systemis used primarily by echelon Il and III,
however, additional access termnals are available at the REDCOVs and a few
other echelon |V commands.

d. Qperations Support System (0OSS). The 0SS is only available at echel on
[l and above mmjor staffs and is used to retrieve classified SORTS data on
conmi ssioned units. This data allows conparison of the master SORTS dat abase
to submitted messages to ensure accuracy of information available to the
TYCOMs and the Cl NCs.

5104. Definition of Mbilization Readi ness. COVWNAVRESFORI NST 3501. 1K states
force policy on readiness. The Reserve Force nonitors and reports Readi ness
Using Billet Training (CTRN) and Personnel Manning Levels (CPER) and al so
focuses on managi ng other areas that hinder the expeditious nobilization of
units or personnel. These areas include accession |evel training
requirenents, nedical preparedness, and admnistrative preparedness.
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a. CIRN. CIRN is defined as the sum of the IRADs divided by the total
number of personnel assigned. Asdiscussed previously, the IRAD only includes
that training which is essential for nmobilization. Training which does not
preclude nobilization is categorized as performance enhancing and not included
in the calculation of the IRAD or CTRN. CTRN may be cal cul ated for different
groupings to provide CTRN readi ness data to nmeet the specific needs of
different custoners. The CTRN readi ness of a gaining conmand woul d be the
| RAD average of all Reservists assigned to nobilization billets of the gaining
conmand. The CTRN of an NRA is the | RAD average of all Reservists assigned to
mobi [ ization billets in the NRA. For a Reserve unit, CTRN is the |RAD average

of all local assigned and cross-assigned in Reservists. This is the same
calculation that was previously used to determne the “T rating” for training
readiness . Overall Training Effectiveness (OTE) provides a neasure of |ocal

performance, but is not factored into the neasure of CTRN. The CTRN | evel is
defined as:

Percent age | evel

of CTRN CTRN Level
85- 100 CTR\N 1
70-84 CTR\N- 2
55- 69 CTRN 3
00- 54 CTRN- 4

b. CPER  The CPER elenent of the readiness equation provides the
percentage of filled mobilization billets. Nonmobilization billets
(Adm ni strative Surface/ Adm nistrative Air) are not included in this
computation. The CPER level is defined as:

Percent of

billets filled CPER Level
90- 100 CPER- 1

80- 89 CPER- 2
55-79 CPER- 3
00-54 CPER- 4

c. CROVL. CTRN and CPER are conpared with each other to determne the
CRating Overall (CROVL) of each augmenting unit. The | owest readiness
category will determne the aggregate level of readiness. The G Rating
Overall (CROVL) is defined as C1 to GC5.

5105. Examining the Data. Readiness nust be examned as a process. No
conpetition or conparisons should be instituted for the purpose of ranking one
comand agai nst ot hers. It is inappropriate to comment on a command’ s

readi ness relative to other simlar commands in an officer’s Report of Fitness
or an Enlisted Evaluation. Each program REDCOM RESCEN, or unit will be
exam ned independently w thout any attenpt to compare or rank with other
simlar entities. The goal for each command is to maxim ze readiness

recogni zing that there are many constraints placed upon a conmand that are

beyond the command’ s control. If readiness decreases as a result of these
uncontrol | able factors, the command shoul d ensure that the chain of command is
aware of this analysis. If factors exist that are within the command’' s

control, the command shoul d incorporate process inprovenments into the evol ving
plan for continued readi ness inprovement.
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5106. RSTARS(TM Reports Available. The RSTARS (TM End Users Manual provides
detail ed guidance on all of the reports available in RSTARS. Sone of the
more useful reports used in readiness analysis include:

a. The Unit(s) Overall Training Effectiveness (OTE) for RESCEN which is a
listing of OTE for the RESCEN by unit and the average for the RESCEN.

h. The unit OTE by Individual for N (name of unit) which is a listing of
OTE for each person in a unit.

¢c. The unit OTE Requirenents for NR (name of unit) which is a listing of
each TSN and how nmany associ ated points can be obtained by the unit if all
menbers were to conplete the item

d. The TRR for NR (nanme of unit) which is a listing of outstanding
requirenents by TSN

e. The Training Conparison Report allows a unit to |look at each nenber’s
| RAD compared to their percent qualification local and CAO only.

f.  The Readi ness Conparison Report for NR (name of unit) also allows a
unit to look at the I RADs percent qualification for local and CAl personnel
only.

5107. Current Automated Information Constraints. The element entitled RUC
CPERS will not nornmally include COWAVSURFRESFOR unstructured billets in this
calculation. AU C CPERS does include the unstructured billets in the cal cu-

| ation because it is based on billets authorized. Periodic updates to RSTARS-
MP and transmission to RTSS are required to prevent CROVL from degrading.

5108. Displaying Readiness Data

a. The data fromthe readi ness equation can be displayed in many formats.
The computer software available to your command may be the greatest limtation
experienced. The following are exanpl es of some ways the data can be
di spl ayed:

(1) Control charts

(2) Pie charts

(3) Bar charts

(4) Run charts

h. Renenber these are only a few exanples of ways to graphically display

the data by unit, RESCEN, REDCOM program or force. The ability to choose the
best option based upon the data bei ng exani ned gives everyone maximum
flexibility and allows for the vast differences in conposition of each REDCOM

program and types of units. COWAVSURFRESFOR does not nandate the particul ar
net hod used by ot her echelons to display readi ness data.
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SECTION V
ANALYSI S
CHAPTER 2

CONTI NUOUS LOOP PROCESS

5201. Local Concerns. Chapter 1 of this section discusses analysis of
readiness at all levels of the chain of conmand. Otentines, there is a
tendency to limt analysis to only these easily neasurable areas. However,
some of the nost inportant analysis is conducted at the local level, is nuch
more informal, and is not quantifiable. After each drill weekend or each
major training evolution, the Reserve unit/RESCEN staff personnel shoul d
critically assess the training conducted to determ ne what inprovenents could
be made in the future. I nstructor evaluations, course/class critiques, TRRs,
and PBFT discussions are just a few of the nechanisns nentioned in this
instruction for capturing potential areas needing further evaluation for
process inprovenent. COs nust also be aware of logistics problens, facilities
i ssues, and noral e concerns. Each commander/ CO nmust constantly seek to

i nprove the training environnment, the quality of life, and the nobilization
readi ness of our Reservists.

5202. Feedback Loop. Once areas for inprovenment or remaining deficiencies
are identified, the process is only conpleted if feedback is provided to begin
the planning phase of the training process again. For exanple, once the dril
weekend is over, training has been docunented and anal ysis done, the remaining
deficiencies nmust be identified and a new plan devel oped to acconplish this
training. This continuous loop can only function effectively if thorough and
detailed analysis is conducted and process inprovenents initiated that will
maxi m ze productivity and readi ness gains
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SECTION VI
COMMANDY UNI T TRAI NI NG
CHAPTER 1
ADM NI STRATI VE TRAI NI NG REQUI REMENTS

6101. General. To nmeximze productivity and efficiency, it is essential that
we provide certain prerequisite training to the personnel performng the
admnistrative duties at our activities. Mst of this training is available
from Naval Reserve Professional Devel opment Center (NAVRESPRODEVCEN), New

Ol eans. Sonme of the training can also be obtained through other Navy
training commands and local resources in the commnity. This admnistrative
training is generally required for FTS personnel, however, nothing precludes a
SELRES from al so attending these courses if the training is required for the
Reservist’s admnistrative responsibilities in their unit.

6102. FEunding. Funding for required schools is available through severa
sour ces. Ideally, it is preferred that FTS personnel attend their required
courses enroute to their new command using Permanent Change of Station (PCS)
funding provided in their PCS orders. This is becom ng increasingly
difficult, however, wth the ongoing efforts to reduce the PCS training

pi pelines and associated costs. COVNAVSURFRESFOR provides O%M NR funds to
each REDCOM to support this training through the TTT program  TTT funding is
i ntended to support that training required by a FTS nenber to prepare the FTS
menber to instruct others in the course subject nmatter. In the past, use of
this funding has been limted to only those courses taught by NAVRESPRODEVCEN.
TTT funding can now be used for any FTS training that is needed by the FTS
menber in the performance of the nmenber’s primary or collateral duties,
provided the menmber will use the know edge gained fromthe training to
instruct others. For exanple, if several personnel at an activity need
training on a particular software program one or two FTS nmenbers should be
sent to a fornmal training course on that software to gain the know edge
necessary to give the others the basic instruction they need. REDCOVE mnust
carefully oversee the expenditure of these funds to ensure that the noney is
being spent in the nost effective manner. Priority should be given to funding
those schools taught by NAVRESPRCDEVCEN with TTT funds first. [f TTT funds
are not available, REDCOVE may reprogram other surface training funds to pay
for required FTS training. Table VI-1-1 of this chapter identifies the

m ni num essential training required for personnel performng certain
admnistrative duties. Echelon IV conmanders may wai ve any of these
requirenents except those related to collateral duties that are mandated by
hi gher authority. \Waivers nust be in witing with appropriate justification
This waiver policy allows the flexibility for each NRA to tailor its FTS
training plan to fit the experience and know edge base of the personne
assigned. Many of these courses are also available to SELRES if the training
is required for themto performtheir duties and course attendance does not
conflict with the need to acconplish higher priority I TP requiremnents.

6103. Administrative Training Requirenments. Table VI-1-1 of this chapter
lists those specific courses that are required training. In addition to these
specific courses, the follow ng general guidance is provided.
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a. Total Quality Leadership (TQ) courses. Those personnel officially
designated to performfunctions within the TQL programare required to attend
the requisite courses. There is no requirement for other than introductory/
fundamentals TQL training at the echelon V level for any command nmenber ot her
than the CO Al CG0s nust be graduates of the senior |eadership semnar.

h. Leadership continuum training. Al Training and Adm nistration of
Reservist (TAR) personnel will conmply with the requirenments of the CNO
mandat ed | eadership continuum training.

c. Conmputer skills training. The Naval Reserve has developed into a
highly automated working environment. For personnel to effectively perform
their duties, they nust have a working know edge of conputers and fundanental
computer skills. Personnel |acking this know edge nust be given basic
training in DOS, Wndows, and wordprocessing. This training is a prerequisite
for all courses taught at NAVRESPRODEVCEN, and is available through several
Navy commands and in nost local comunities using CAT. Training should be
provided in those software prograns that are required by each FTS menber in
the performance of their duties. Training should not be funded for any
software that is not on the NRA's table of allowance or is not required by the
FTS nenber in the performance of their duties.
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Table VI-1-1
REQUIRED ADMINISTRATIVE SCHOOLS

Course CIN Location Required for
Reserve Activity R-07A-0010 NRPDC RESCEN CO
Commanding Officer Course
Reserve Center Training R-08B-0008 NRPDC REDCOM/RESCEN
Officer TO
Command Master Chief R-521-0001 NRPDC Collateral duty
cMC
Career Information R-501-0005 NRPDC Echelon IV
career
counselors
Enlisted Training R-500-0006 NRPDC REDCOM/RESCEN
Administration training
department
personnel
RIMS-OM R-500-0037 NRPDC All operations
department
(orderwriting)
(orderwriting)
personnel
Personnel R-500-0005 NRPDC All assigned to
Administration personnel
(manpower)
department
Medical Administration R-500-0007 NRPDC All medical
department
Supply and Fiscal Support R-551-0010 NRPDC All
Logistics/Supply
Department
enlisted
personnel
Reserve Pay Course R-540-0001 NRPDC RESFIRST
coordinator
TAR Officer Accession R-5K-0001 NRPDC All new TAR
officers must
attend within 1
year of
designation
Automated Data Processing N/A Various All AIS Security
fficer Officers
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Course CIN Location
Drug and Alcohol P-501-0060 Various
Program Advisor

Naval Security Manager S5-3C-0001 Various
Command Training Team/ P-050-0001 Various
Assessment Team

Safety Supervisor NAVEDTRA 12971

HAZMAT Course A-322-2600 Various
CPR Certification N/A

High Risk Safety Officer J-493-3000 Various
Ammunition Administration A-4A-0160 Various
Communication Security A-4C-0014 Various

PN T R

Material System

Note: Due to space limitations the acronyms in this table
authorized acronyms and are defined below:

Required for

All DAPAs

Managers

All CTT/CAT
members

Safety
Coordinator

P PRS- | e A . P
LommanQ wWilllil All

s T
NEC 9595 billet

Local Fitness
Coordinator

Safety Officer
for Damage
Control Training

PR T e A

at DCT sites
Ammunition
Accountability
Officer at
commands which
hold ammunition

CMS Custodian at

PRy P X L]
CUlHLIalluS WLth CMS
accounts

may not be

Acronym = Definition

ADP Automated Data Processing

AIS Automated Information System

CAT Command Assessment Team

CMC Command Master Chief

CMS Communications Security Material System
co Commanding Officer :

CPR Cardiopulmonary Resuscitation

CTT Command Training Team

DAPA Drug and Alcohocl Abuse Program

DCT Damage Control Training

HAZMAT Hazardous Material

N/A Not applicable

NEC Navy Enlisted Classification

NRPDC Naval Reserve Professional Development Center
TAR Training and Administering the Reserve
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APPENDI X A
Li st of References

The following is a list of the current instructions/notices and publications
mentioned in this instruction:

SECNAVI NST BUMEDI NST  CNETI NST
1770. 3B 6230. 15 5000. 5A
5211.5D 6320. 66B

5300. 30C

6600. 4

QPNAVI NST COVNAVRESFORI NOT

1000. 16J 1001. 5C

1001. 21B 1414. 1A

1500. 22D 1550. 12

1500. 71 1571. 7H

4631. 2D 3501. 1K

4650. 11F 6000. 1A

4650. 15 6110. 2A

5510 1H

COMNAVSURFRESFORI NST BUPERSI NST

3120.1 1001. 39C

4790. 1B 1610. 10

Publications

US Code Title 10 Section 262
U S. Navy Regul ations, 1990

NAVPERS 18068F Manual of Enlisted
Classifications and
Cccupational Standards

15839H Manual of Navy O ficer
Manpower and Per sonnel
Cl assifications

NWP- O Naval Warfare Publication
NP 10-1-11 Naval Warfare Publication
STS 414 Library Quide

EPS End Users Manual
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Version 08

MANMED P-117

NAVEDTRA 10500

NAVSO P-1459

NAVEDTI U 135

COWNAVRESFOR P7100 1A

RSTARS(TM End Users Manual

Manual of the Medical
Depart ment

Cat al og of Navy Training
Cour ses

Joint Federal Travel
Regul ati ons

Navy School Managenent
Manual

Budget and Fi nanci al
@ui dance Manual

Federal Travel Directory

Master Training Specialist
Job Qualification
Requirenents (JQR
Handbook



For m Nunber

CNET- GEN 1540/ 4

DD 1149

DD 1351-2

DD 1556

NAVCOWPT 2120

NAVCOWPT 2275

NAVCOWPT 2277

NAVPERS 1070/ 602

NAVPERS 1070/ 604

NAVPERS 1070/ 613

NAVRES 1571/15

NRPC 1200/ 1

NAVSURFRES
(Rev 1-97)

NAVSURFRES 1570/ 8

NAVSURFRES

NAVSURFRES 1571/1

1550/ 15

1570/ 18
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APPENDI X B

List of Forns

Title

Cl assification Instructor
Eval uati on Checkli st;

Requi sition Invoice and
Shi ppi ng Docunent

Travel Voucher

Request Authori zation
Agreement; Certification of
Training and Rei mbursenent

Training Duty Pay Voucher

Wrk and Services; order form

Voucher for D sbhursenent and/or

Col | ection

Dependency Application Record of
Energency Data

Enlisted Qualification H story

Adm ni strative Remarks

Requests for Training Orders

Naval Reserve Qualification
Questionnaire for lnactive
Duty Personnel

Request for STS Material

Consol i dat ed/ Uni t
Schedul e

Training

Trai ning Resource Request

AT Check-in/ Check out Sheet

St ock  Nunber

SIN 1907-LL- NFO 3724

S/N 0102-LF-017-7900

S/N 0102-LF-016-2700

S/IN 0102- LF- 001- 5562

S/IN 0104- LF-702- 1202

S/'N 0104-LF-702-2751

S/'N 0104-LF-003-0800

S/N 0106- LF-018- 6022

S/'N 0106- LF-012- 2500

S/'N 0106-LF-010-6991
S/N 0117-LF-015-3900

St ocked by NRPC
NAVRESPERSCEN (Code 22)

St ocked by
COMNAVSURFRESFOR  ( N72)

Stocked by (Rev 1-97)
COMNAVSURFRESFOR  ( N72)

S/N 0117-LF-011- 6400

St ocked by
COMNAVSURFRESFOR  (N72)
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Form Numbej

Title Stock Nunber
CPNAV 1500/ 39 Navy Traini ng Feedback System SI'N 0107-LF-013- 7400
Report
SF 600 Standard Form 600 SI'N 7540-00- 634- 4176
SF 1164 d ai m Rei nbur senent for SI'N 0104- LF-800- 0077

Expenditure on O ficial Business
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List of Reports

The following is a list of reports nentioned in this instruction which has
been approved for only 3 years from the date of this directive:

1. Planning Board for Training Mnutes, contained in paragraph 3206 is
assigned report control synbol COVNAVSURFRESFOR 1570-17.

2. Consolidated Plan of the Day, contained in paragraph 3601 is assigned
report control synbol COWMNAVSURFRESFOR 1570-109.

3. IDIT funding request, contained in paragraph 4301d is assigned report
control synbol COWNAVSURFRESFOR 7100-19.

4, IDIT Event Funding Cost Report, contained in paragraph 4301d(6) is
assigned report control synbol COWNAVSURFRESFOR 7100- 20.
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| NDEX
Par agr aph
A
Active Duty Training 4206¢
Advanced Paygrade | ndoctrination 4216b
Adnministrative Training Requirements 6103
Afl oat Annual Training/Active Duty Training 4213
Altering Airline Tickets 4306b
Anal ysi s 1306
Annual Planning Figure Letters 3107
Annual Pl anning and Scheduling Cycle 3105
Annual Training/Active Duty Training
Echelon 111 (COVNAVSURFRESFOR) Conmand Responsibilities 4205
Echel on |V ( NAVRESREDCOM M UW CHB) Responsibilties 4204
Echel on V Commands (RESCEN) Responsibilities 4203
Echelon VI (Reserve Unit) Responsibilities 4202
Annual Training/Active Duty Training Cancellations/Annual 4223
Trai ning Wivers
Annual Training/Active Duty Training Destination Quide For Field 4221c
Activities
Annual Training/Active Duty Training/ Mdificai on Wrksheet 4221
Application
Annual Training/Active Duty Training Restrictions 4207
Annual Training At Gaining Conmand
Aut horization to Drill Of-Site 3408
Aut omat ed System Support 5103
Command Trai ning Managerment Mbdul e 5103b
Operations Support System 5103d
Reserve Standard Training Administration Readi ness Support 5103a
System
Reserve Training Support System 5103C
B
Bachel or Enlisted/Bachelor O ficer Quarters Service Charges for 4307
SELRES on lInactive Duty Training Travel
Berthing Requirenents at Training Sites 4304
c
Capabi lities 3103
Categories OF Events 3102
Certified Nonavailability Nunber 4218a
Check-1n Procedures/ Conpl eti on of Annual Training Active Duty 4222
Trai ni ng
Civilian Augnented Training 2405b
Class Preparation 4608
Compl etion of Inactive Duty Training Travel 4308
Computer Skills Training 6103c
Conference Fees 4303
Consol i dated Plan Of The Day 3601
Consol i dated Trai ni ng Schedul e Devel opnent 3302

[ ndex- 1



COVNAVSURFRESFORI NST 3502. 1C
31 AUG 1998

Consol i dated Training Schedule Distribution
Consol i dated Trai ning Schedul e Retention
Continuing Medical Education

Continuing Legal Education

Current Autonmated Information System Constraints

Curricul a
Accountability
Admi ni stration
Comput er Based Trai ning
Formal School s
Handl i ng
Modul ari zed NEC Training Courses
Ordering
Personal Qualification Standards
Reserve Shop Qualification Program
Schedul i ng
St owage
Surface Training Series
Trai ning Resources Catal ogs

Definition of Mbbilization Readiness

Direct Conmissioned Oficers

Directive (Cost) Inactive Duty Training Travel
Di spl ayi ng Readi ness Data

Echel on 1V Commanders

Echel on V Commanding Officers

Ef fective And Efficient Training

Equi prrent

Eval uati on/ Perfornmance | nformati on Menorandum
Examining the Data

Exercise Division

Executing

Exportabl e Training

Facilities
Local Training
Off-Site Training
Common-Site Training
Feedback Loop
Fi nanci al
Fiscal Year Crossovers
Future Training
Fundi ng

Human
G
Gai ning Conmand Familiarization/lndoctrination

[ ndex- 2

El i gi bl e Personnel

3303
3304
2405d
4216b
5107
2403
2403Db
2403Db
2403d
2403g
2403Db
2403c
2403Db
2403h
2403i
2403i
2403Db
2403a
2403e

5104
4216b
4304b
5108

1401
1402
2502
2404
4222a
5105
4205b
1305
2405a

2402
2402a
2402b
2402c
5202
2405
4208
3207c
6102

2406

4404
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General Voluntary Training Unit 2406a
I
Identifying Individual Training Requirements 2503
Inactive Duty Training Travel 2405¢g
Inactive Duty Training Travel and Airline Ticket Process 4305
Inactive Duty Training Travel Budgeting 4301d
Inactive Duty Training Travel Categories 4301c
Inactive Duty Training Travel Lead Tine 4303b
Inactive Duty Training Travel Locations 4303f
Inactive Duty Training Travel Maxi mum Duration 4303d
I nactive Duty Training Travel M ninmum Duration 4301b
Inactive Duty Training Travel Orders 4301

Inactive Duty Training Travel Order Processing by Echelon IV and 4304
V Activities

| nappropriate Training, Planning, And Scheduling 3208
[ ndi vidual Inactive Duty Training Travel 4303e
I ndi vi dual Readi ness Assessnment Designators 4406
I ndividual Training Plan 2302
I nstructor Assignment 4602
Instructor Cadre 4604
I nstructor Coordinator 4601
Instructor Eval uation 4609
Instructor |ssues 3207d
Instructor Notification 4606
I nstructor Training 4605
I nsurance 4219f
J
Job Qualification Requirements 4403
L
Lead Tines 4209
Leadership Continuum Training 6103b
Local Concerns 5201
Logi sti cs/ Fundi ng 4304g
M
Mast er Trai ni ng Speci ali st 4611
Medi cal Department Annual Training/Active Duty Training 4215
Message Annual Training/Active Duty Training Applications 4221b
M ssed Airline Flight 4306e
M ssi on 1201
Modi fi cations 4212
Naval Reserve Force Ship Units 4213c
Naval Reserve Organization 1202
Naval Warfare Publication Librarian 2406¢c
New Directives and Trai ni ng Resources 3207f

[ ndex- 3
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Nonaut onated Unit Training Schedul e Procedures

Preparing Mister Reports

Unit Training Schedul e Devel opnent,

Retention and Distribution

Unit Training Schedul e Preparation for Local

O

Official Accounting

OQUTCONUS Annual

Peaceti nme

P

Support

Physi cal Readi ness Requirenent

Pl anni ng

Pl anning Board for Training

Advance

Pl anni ng

Merber shi p

Meet i ngs
M nut es
Responsi
Poi nts of
Prepaid Ai
Preparing

bilities

Cont act

rline Tickets
Mister Reports

Printing The Unit Training Schedule

Rapid (Thr
Readi ness

Rei mbur serment / Bachel or Quarters Central

BEQ
Rental Car
Reserve Bi

ee Mnute) Oders
St andar ds

S
Ilet Training Requirements

Reserve Unit/ Det achnment
Responsi bilities

Echel on
Echel on
Echel on
Echel on
Echel on
Echel on

I
I
11
IV
\%
\Y

Required Reports

RSTARS( TM)
RSTARS(TM
RSTARS(TM
RSTARS(TM
RSTARS( TM)

Schedul i ng
Schedul i ng
Schedul i ng

Local TSN Mai nt enance

Reports

Reports Avail able

Unit Training Schedule

Unit Training Schedul e Devel opnent

S

Governnent Travel
Governnment Airlifts

| ndex- 4

Submi ssi on,

Trai ning/ Active Duty Training

Reservation System (BOQ

3504
3502

3503

3104
4214

1208
4211a
1303

3205
3202
3203
3206
3204
4224
4305d
3409
3405d

4210
4211
4220

4218
2301
1403
1203
1203a
1203b
1203c
1203d
1203e
1203f
3207e
4406
4402
5107
3401
3402

1304
4303h
4304h



School s
Security O earances
Segnented Annual Training
Sel ecting Courses
Sel ecting Type Training
Sour ces
CNO Directed
Gai ni ng Command
Navy Training Plan
Program Sponsor
Split Annual Training
Subj ect Matter Expert
Surface Reserve Force Prograns

Tel eticket Policy
Tenporary Additional Duty Funds
The Training Cycle
The Training Process
Total Quality Leadership Courses
Trai n- The- Tr ai ner
Trai ning Aids/Curriculum Preparation
Training Aids Librarian
Trai ning Phil osophy
Trai ning Resource Requests
Training Strategy
Augrent Unit Conposition
Billet Instability
Di versity
Drill Limtations
Unit Placenent/Billet Structuring
Vol unt eer Force
Trai ning Types
Accel erated Initial Accession Program
Accession Training
Advance Pay G ade Personnel
Billet Related Training
Directed Training
Navy Veterans
New Affiliates
Nonprior Service Menbers
Ot her Service Veterans
Prof essi onal Trai ni ng
Travel
Travel / Country O earance

u

Unexecut ed Orders/Unused Airline Tickets
Uniform Requirenents

Unit Annual Training

Unit Drilling Of Site

Unit Training Objectives

“Unit Training Readi ness

Unit Training Schedul e Creation

[ ndex -
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4216
4217
4206b
3405b
3405¢c
2101
2101d
2010c
2101a
2101b
4206a
4603
1204

4219h
2405h
1302
1301
6103a
2405e
4607
2406b
1205
4502
1206
1206d
1206¢
1206f
1206a
1206b
1206e
2201
2101d
2101d
2101d
2101a
2101C
2101d
2101d
2101d
2101d
2101b
4219
4214Db

4305e
4303i

3602
2501
3207a
3405a
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Unit Training Schedule Distribution 3407

Unit Training Schedul e Preparation For Local Training 3405

Unit Training Schedul e Preparation For OFf-Site Drills 3406

Unit Training Schedul e Retention 3404

Unit Training Schedul e Subm ssion 3403

Updating Events 3115

Use of Government Credit Card 4306f
Using EPS 3106

w
i vers 4223c

| ndex- 6
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